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2012 F. Leveriza St. Pasay City
Email Address: sacayan.amor@gmail.com
Mobile No. +63 945 704 4119 

OBJECTIVE:

To be able to land long time career in a well-established company or institution wherein I can utilize my skills, talents and abilities and to achieve productive and continuous learning.

JOB EXPERIENCE:

Medical Information Officer					July 20, 2008 – February 15, 2010
Britton Distribution Incorporated  

The MEDICAL INFORMATION OFFICER reports directly to the General Manager.

Responsibilities:

· Handles the area of Paranaque City, Las Pinas City and Cavite City, creates to develop good partnership to Physician, Pharmacist, Hospital Staff, Peers and Management.
· Perform product presentation in different hospital department such as internal medicine department.
· Visiting physician at their offices and deliver presentation using promotional material and product information
· Identifying and recording, adverse events and product quality complaints as well as processing fulfilment
· Exhibiting broad knowledge of assigned therapeutic areas and a solid understanding of pertinent disease state(s)
· Handling escalated MI inquiries from various sources
· accurate, timely, balanced, and meet customers’ needs
· Maintains compliance with corporate and departmental training.

Sales Coordinator
April 10, 2010 – July 31, 2011
Modular Metal Philippines Inc.

The Sales Coordinator reports to the respective Sales Manager.

Responsibilities:

· Coordinate sales team by managing schedules, filing important documents and communicating relevant information
· Ensure the adequacy of sales-related equipment or material
· Respond to complaints from customers and give after-sales support when requested
· Store and sort financial and non-financial data in electronic form and present reports
· Handle the processing of all orders with accuracy and timeliness
· Inform clients of unforeseen delays or problems

Cashier / Waitress						
July 20, 2011 – April 16, 2012
Red Crab Alimango House

The Cashier / Waitress reports directly to the Store Manager.

Responsibilities:

· Greet and escort customers to their tables
· Present menu and provide detailed information when asked (e.g. about portions, ingredients or potential food allergies)
· Prepare tables by setting up linens, silverware and glasses
· Inform customers about the day’s specials
· Offer menu recommendations upon request
· Communicate order details to the Kitchen Staff
· Serve food and drink orders
· Check dishes and kitchenware for cleanliness and presentation and report any problems
· Arrange table settings and maintain a tidy dining area
· Deliver checks and collect bill payments
· Carry dirty plates, glasses and silverware to kitchen for cleaning
· Follow all relevant health department regulations
· Provide excellent customer service to guests

Administrative Clerk						September 25, 2012 – January 25, 2013
SSS Retirees Service Corporation

The Administrative Clerk reports directly to the Administrator Head.

Responsibilities:

· Assisted the public in all their Social Security needs from requesting a social security card to applying for Retirement or Disability benefits.
· Great Management team. This office is very much a team with all employees working together
· Assisting all application for all retiree’s employees.
· Performed all aspects on admin duties, supplies, building inspection for safety, proof correspondence, provided internal and external customer service on SSS issues and administrative issues. 
· Perform data entry and scan documents
· Maintain electronic and hard-copy filling system
· Answer calls from customers regarding their SSS retirees inquiries
· Assist in resolving any administrate problems regarding SSS retirees
· Provide Reports to the Administrative Head
· Preparation of Receipts and Counter Receipts
· Monitoring of timely submission of delivery reports by the Logistics
· Monitoring of Timely Settlement of Payables by Clients



Member Services Staff						July 17, 2013 – June 05, 2018
ANR Unlimited Inc.

The Member Services Staff reporting directly to the Assistant General Manager.

Responsibilities:

· Over all responsible in handling SSS process of all the employees
· Responsible for the posting and releasing  of  SSS loan of all employees
· Processing of R1A application of all employees of VIS-MIN
· Responsible for assisting members in SSS Sickness application from filling to releasing of checks.
· Handling all the new accounts from filling of application forms to releasing of personal ATM Cards.
· Over all responsible of making and releasing of COM (Certificate Of Employment)

Golden Arches Development Corp.
McDonald’s Philippines
       Shift Manager
       September 20, 2018 up to present.


EDUCATIONAL BACKGROUND:

TERTIARY: 	AQUINAS UNIVERSITY (Rawis, Legaspi City SY 2005 – 2008)
		BACHELOR OF SCIENCE IN TOURISM
		MAJOR IN TRAVEL MANAGEMENT

SECONDARY:	Saban National High School
                          (SY 2000-2004)

ELEMENTARY: Saban Elementery School
                          (SY 1993-1999)



SEMINARS AND TRAINING ATTENDED:

· Sports and Tourism: (Living Forces from Mutual Understanding, Culture and Development of the Society)
· Basic Hotel Operation: (Bayview Park Hotel Manila)
· TESCU Bicol Chapter Regional Congress: (Building Sustainable Partnership among the Hospitality Industry Stakeholders in Bicol Region)	
· Tourism and Entrepreneurship: (Gearing up to the Demands and Challenges towards Economic Development)
· Prospects of Tourism Industry in the Province of Albay after the Typhoon Reming:
· Apprenticeship by Experience Program (APEX): (Manila-Cebu-Manila)

ON THE JOB TRAINING:

· PHILIPPINE AIRLINES (PAL) – Ticketing Office
· PEPPERLAND HOTEL – Airport Road Washington Drive Legaspi City
SKILLS:

· Knowledgeable in Computer ( Word, Excel and Power Point )
· Can Speak and Write ( English and Tagalog )



PERSONAL INFORMATION:

Born on January 25, 1988 in Saban Oas, Albay. The youngest in the family, I am very diligent, honest, God fearing, trustworthy and most of all family oriented person. I can easily cope with changes, people oriented and willing to be train under supervision.





CHARACTER REFERENCES:

1. Mrs. Elaine Botabara 		Manager		The Red Crab, Fish out of Water
+63 917 825 1130

2. Ms. Irma Tabones		HR Department Manager	Wilserve Corp.
+63 917 559 0878

3. Mr. Rosalito Tapang Jr		Industry Head			ANR Unlimited Inc.
+63 917 436 0871





I hereby, declared that all above information is true and correct.




Amor Remolacio Sacayan
Applicant
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