Revian Mapoy
Brgy. Jibao-an Santa Barbara Iloilo
Philippines, 5002
maravillasrevian@gmail.com
09462365746/09165734120


Career Objective
To work in the position of Administrative Assistant in a growing company where exceptional ability to multi-task, work effectively in a team, and meet deadlines required in providing outstanding administrative support to supervisors and managers.


Key Skills and Attributes
· Organizational skills
· Time Management skills
· Problem-solving skills
· A capacity for learning new skills quickly
· Experience with Microsoft Office
· Ability to work independently
· Multitasking 

Experience

Admin Assistant/ Supervisor
Happy Housekeepers Inc.
Lessandra Shops, Jibao-an Pavia
Iloilo, Iloilo 5001							July 27 2021 – Present
	Responsibilities
· Supervise manpower for retail deep cleaning, upholstery cleaning, carpet shampoo, task force grass cutting and other retail services.
· Encode retail sales in Acumatica every end of the month
· Encode expense for the whole month in Acumatica
· Making purchase request for every request of site in Panay
· [bookmark: _GoBack]Making check request for office utilities expense 
· Driving in any scheduled retail sales
· Making daily time record summary for 12 sites in whole Panay
· Assist maintenance for SSS Loan, Pag-Ibig loan and other benefits

Site Admin
High Firstbuild Construction Inc
Brgy. San Jose San Miguel 
Iloilo, Iloilo 5025							July 22 2019 – July 24, 2021

	Responsibilities
	
· Making daily time record summary for 395 personnel in construction firm
· Assist construction worker for SSS Loan, Pag-Ibig loan and other benefits
· Printing payslip, house plan , material request form
· Requesting materials needed in housing, land dev and repair
· Monitoring of materials deployed at each model house and site
· Monitoring equipment deployed at each model house and site
· Assist the engineer in moving around for propad billing
· Summarize billing for Subcontractor every weekly cut off


	
