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ManoloFortich,Bukidnon,Philippines,8703

PROFESSIONALSUMMARY

Highlymotivated,flexible,andahardworkingteam member,seekingafull-timejobpositionwith

yourreputableorganizationwhereIcandemonstratemyknowledge,capabilitiesandskillswith

fulldedicationandprofessionalism toachievetheunifiedgoalofthecompany.

WORKEXPERIENCE

SherlockManpower&GeneralServices Jan2023-May2023
Employedonatemporarybasistoperform administrative-relatedtaskswithinthewiderelectric
distributionutilityunderacontractwiththestaffingfirm SherlockManpower&GeneralServices.

MemberServicesAssistant(MSA)-BukidnonSecondElectricCooperative(BUSECO) Manolo
Fortich,Bukidnon,Philippines

 Receivedmember,consumer,andemployeecomplaintsandrequestsviahotlineandwalk-in
procedure.

 Ensuredaccuracyinissuingassessmentsinordertoavoiddelaysandbacktracking.
 Preparedservicememoformember,consumer,andemployeescomplaintsandrequest.
 Print,fileandscandocumentsreceivedforreliabledataaccuracy.
 Forwardeddocumentsreceivedtodesignateddepartmentforapproval.
 Relayedapprovedcustomercomplaintsandrequesttoassigneddepartmentforimmediate

assistance.
 Performedotherdutiesasassigned.

Farm Worker Jan2020-Present
Family-operatedFarm Sankanan,ManoloFortich,Bukidnon,Philippines

 Plant,cultivate,andirrigatecrops.
 Fertilize,spray,andharvestcrops.
 Detectdiseaseandhealthproblemsincropsandlivestock.
 Maintainandassistinthemaintenanceoffacilitiesandfarm infrastructure,including

cleaningstables,barnyardsandpens.
 Perform generalfarm duties.

AdministrativeandAccountingOfficer Jun2019-Jul2022
DelMontePhilippinesInc.,EmployeesAgrarianReform BeneficiariesCooperative(DEARBC)
ManoloFortich,Bukidnon,Philippines

 CustomerserviceIn-charge 
 Received and file allcooperative members data and inputitdirectly to system for

systematizedrecordings.
 AssistingmembersconcernsuchasMembershipstatus,MortuaryaidBenefits,Buy-out

Shares,Dividendcontributionsandetc.
 Continuouslyupdatesystem recordsforsmoothandreliabledataaccuracy.

AccountsPayableOfficer

 Makingentriesforcashandcheckrequestedbydepartment.
 MonitorEmployeeAdvances,Liquidations,MonthlyExpensesandinputittoGeneralLedger.
 CheckandPettyCashVoucherIncharge.

AccountsReceivableMonitoringOfficer



 LandRentalServices
 InternetLeaseLine 
 TruckingServices
 SpecialProjects(Bamboo,AbacaandPineappleFiber)
 NatadeCocoIncomeMonitoring 
 WesternUnionReceivablesandFlows

Otherrelateddutiesasassigned

EDUCATION

BachelorofScienceinBusinessAdministration Jun2016-May2020
NorthernBukidnonStateCollege ManoloFortich,Bukidnon,Philippines

 MajorinOperationsManagement 
 RelevantCoursework-FeasibiltyStudy,MarketingPlan,BusinessPlan

SecondaryEducation Jun2011-Mar2014
ManoloFortichNationalHighSchool ManoloFortich,Bukidnon,Philippines

SKILLS

 Flexible,adaptableandabletomulti-task
 Abletoworkinafastpacedenvironment 
 Strongcommunicator
 Abletoworkinateam environment
 Strongdataentryskills
 Goodanalyticalskills,detailoriented
 Strongworkethics
 ComputerLiterate
 Life-longLearner 

PROFESSIONALCREDENTIALS

 BarangayCertification-Farm Worker
 CertificateofGraduation-NorthernBukidnonStateCollege
 CertificateofCompletion-PerformingSolidWasteManagementintheWorkplace
 CertificateofCompletion-PracticingCOVID-19PreventiveMeasuresintheWorkplace
 CollegeDiploma-NorthernBukidnonStateCollege
 EmploymentCertificate-DEARBC
 EmploymentCertificate-SherlockManpower&GeneralServices
 OfficialTranscriptofRecords

AWARDSANDHONOURS

ManoloFortichNationalHighSchool 2014
 LeadershipAward 

NorthernBukidnonStateCollege 2020
 Practicum Award
 TalentAward 

TRAININGSANDSEMINARS

ElectricalInstallationandMaintenance(NCII)
-TechnicalEducationandSkillsDevelopmentAuthority 

 FinancialLiteracySeminar
 HumanResourceManagementSeminar
 EntrepreneurialMind-SettingSeminar


