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Shift Supervisor offering over 8+ years’ experience. My current roles are handling personal staffs, interactions with third parties which includes email, inquiries, and processing of accounts. Knowledgeable in planning, daily operations, and inventory management. 
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Skills
Management


· Exemplify Integrity
· Problem Solving
· Customer Relations
· Time Management
· Recruiting and Hiring
· Decision Making
·  Leadership and Development
· Conflict Resolution
· Diligence
· Flexibility

Computer
· Microsoft Office- Word, Excel, Pivot, PowerPoint
· Outlook
Language/Dialect Spoken
· English
· Filipino
· Bisaya

___________________________________________________________________

Work Experience                     


Parking Supervisor	
RCBC Realty Corp					
January 2016- Present	

Parking Supervisor 
GAIC Agency (RCBC Plaza based) 
August 2013- Dec 2015 
Makati City 







Tasks: 
1. Supervises the performance of the parking personnel/staff.



· Directs and coordinates the operation of the carpark team. 			 
· Regularly inspects the carpark facilities.
· Monitors the operation of the parking equipment/system. 
· Recommends to the Parking Manager any personnel action. 
· Receives, investigates, and prepares appropriate endorsement letter on staff violation.
· Recommends approval for change schedule, extended duties and rendering overtime work of parking staff.
· Assist the Carpark Manager in his functions and assumes responsibilities in his absence to maintain smooth day to day operations.
· Ensures that policies and procedures are strictly implemented, and that high quality of service is provided to all parking customers.


2. Interaction with third parties

· 
· Receives parking client complains and resolves problems as soonest time possible.
· Receives parking inquiries, process parking application and account cancellation.


3. Accountabilities


· Ensures that cash collected by cashiers are accurate and reconciled with the cash register report.
· Monitors accountability (radio, loose change, time stamp) of cashiers and other staff.


4. Others


· Checking of Daily Time Record/Biometrics
· Assist bookkeeper to prepare monthly billing.
· Checking of Inventory update
· Scheduling of staff
· Prepare year-end report.
· Interview of applicants
· Inform other Department such Security, Engineering, Housekeeping, Accounting and Leasing for any related concerns. 
· Knowledgeable with system trouble shooting. 

Customer Service Agent
CyberCiti 
Davao City
January-June 2011

Receptionist
Lyf Center
Quezon City
August- October 2007

___________________________________________________________________



Training and Seminars

Enhancing Your English Communication
      Powermax Consulting Group Inc
      March 2, 2023
     
Anti-Money Laundering/Countering Terrorism Financing
      AMCL 
      November 2021

Personality Development
        SAS Management Inc
        July 2021
      
 Time Management 
        SAS Management Inc
        March 2021

Basic Occupational Safety and Health Training (BOSH)
Synerquest Management Consultancy Services Inc
December 2017

Red Cross: Basic Life Support and First Aid Training
         Red Cross Building, East Rizal Branch, Taytay City, Rizal 
August 2006
___________________________________________________________________

Educational Background
	
Bachelor of Arts in Special Education
Year Graduated: 2013

Bachelor of Science in Nursing
Year Graduated: 2006
                









Character References

· Paul Harmston					
Consultant
RCBC Realty Corporation
+639178183036

· Flordeliza Conge
Assistant Manager
Colliers International
+639424464484

· Cristina Biblanias
Bookkeeper
RCBC Realty Corporation
+639433557528
___________________________________________________________________

Personal Details

Home Address:		      105 San Juan St. Brgy. Mayamot Antipolo City
	        Status:
	Married 

	Date of Birth:
	December 9, 1983

	Place of Birth:
	Quezon City, Philippines 

	Height:
	5’ 

	Weight:
	60kg 
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