APPLICATION LETTER

To:	HRD DIVISION

Subject:	APPLICATION FOR THE POST OF BRANCH PERSONNEL 

Dear Madam:
With due respect, I am keen to enhance my career in the content development of your company. Your company’s unique involvement and positions has prompted me to apply in your organization. I am very interested in pursuing a career in the area of your business firm.   
[bookmark: _GoBack]I am able to competently juggle multiple assignments while maintaining the highest quality services. The extensive knowledge I gained from my previous work on employment in which enlightened me in many ways. I believe I can share my expertise with your company in terms of my experience if given the opportunity. I’m able to meet deadlines promptly as a result of many years of working at a fast pace in the company.
The attached resume of mine will provide you more information about my work experience. I’ll be glad to attend an interview to furnish you with more details. I can be reached on this number +63 956 779 0922.
Thank you for your time and kind consideration.
Sincerely,

Ben Agnir Bumanglag
Applicant 
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                                                  OBJECTIVE:  
[image: ]
	A competent, dynamic, highly motivated professional    with years of experience, possessing excellent communication and interpersonal skills is now seeking a challenging career in a professionally managed where growth is offered based on performance.
AREAS OF COMPETENCE:  
· Department Head
· Executive Assistant
· Operations Manager
· Document Controller
·  Secretary / Admin clerk
·  Customer Sales Officer
·  Call Center Agent




 Ben Agnir Bumanglag    		
Provincial Address: Brgy. #23 Sta. Cecilia, 
San Nicolas 2901, Ilocos Norte. Philippines
e-mail add: benagnirbumanglag@gmail.com
Mobile #: +63 956 779 0922

  
EDUCATIONAL BACKGROUND:   SKILLS & QUALIFICATIONS:  

· More than 1 year in the Philippines as Department Head in Freddo Superstore 
· More than 2 years in the Philippines as Executive Assistant specializes in agro industrial ventures industry.
· More than 2 years in the Philippines as Part time Operations Manager in a Fine Dining Restaurants.
· Almost 6 years in the Kingdom of Saudi Arabia experienced as Document Controller and Admin Clerk specializes in Steel Fabrication Industry and Industrial Services and Contracting Company focus in Oil and Gas projects and In-House projects.
· More than 5 years in United Arab Emirates experienced as Document Controller and Secretary in the field of Construction, Mechanical & Electrical Industry.
· 2 years experienced as Costumer Sales Officer in Telecom Centre.
· 2 years experienced as Customer Service in Call Center Industry.
· Proficient in oral and written English communication.
· Interacts effectively with people and poster good teamwork.
· Ability to work independently and energetically and Team player and discipline in character.
· Pro-active, highly motivated, service and results oriented.
· MS Office Applications and Internet Usage.
· Office Administration, Document Control, Maintaining Logs, Records and Data Analysis. 




                         
  
   BACHELOR OF SCIENCE IN INDUSTRIAL       
              EDUCATION

  Mariano Marcos State University
  Batac, Philippines
  March 20, 2001
  Graduated as: DEANS LISTER



PERSONAL DATA:

  Place of Birth	: Laoag City, Philippines
   Nationality	: Filipino
   Gender	: Male
   Status		: Single
   Religion	: Christian
   Dialect Spoken: English, Tagalog
   Passport No.	: EB-9951008










PROFESSIONAL EXPERIENCE:


FREDDO SUPERSTORE
Under VENVI AGRO INDUSTRIAL VENTURES CORP.
#21 San Agustin, San Nicolas Ilocos Norte, Phils.
February 01, 2020 – Present
Department Head


Procedural:

· Maintains the department staff by recruiting, selecting, orienting, and training employees.
· Maintains store staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.
· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.
· Identifies current and future customer requirements by establishing rapport with potential and actual customers.
· Formulates pricing policies by reviewing merchandising activities; determining additional needed sales promotion; studying trends.
· Markets products by studying advertising, sales promotion, and display plans; analyzing operating and financial statements for profitability ratios.
· Maintains the stability and reputation of the store by complying with legal requirements
· Determines marketing strategy changes by reviewing operating and financial statements and departmental sales records.
· Maintains operations by initiating, coordinating, and enforcing program, operational, and personnel policies and procedures.
· Maximizing profitability and setting/meeting sales targets, including motivating staff to do so


VENVI AGRO INDUSTRIAL VENTURES CORP.
#21 San Agustin, San Nicolas Ilocos Norte, Phils.
October 23, 2017 – January 31, 2020
Executive Assistant of the Chief Operating Officer

Procedural:
· Assists the COO in the supervision of the company and in the implementation of over-all policies and programs approved by upper management 
· Supervises and oversees the performance of units and support committees under Administration.
· Maintains COO’s appointment schedule by planning and scheduling meetings, conferences and travel.
· Conserves executive’s time by reading, researching, and routing correspondence; drafting letters and documents; initiating telecommunications
· Conducts continuing review of management system, procedures and operations in the Administration Division.
· Reviews documents from units under the Administration and prepares analysis and recommendations of the same.
· Prepares memoranda, letters and other communications as directed by the COO.
· Prepares the Development Plan, Annual Budget, and Report
· Acts as the secretary of the COO in meetings and takes and prepares the minutes of the same.
· Attends meetings and other engagements as may be assigned by the COO.
· Assist the COO in coordinating with the Head of all Administrative/Support Group 
· Maintains professional and technical knowledge by attending educational workshops, exhibit or seminars.
· Prepares liquidation for the travel expenses of Senior Vice-President.
· Custodian of revolving Fund for Emergency Purposes.
· Prepare liquidation of expenses from revolving fund for replenishment.
· Contributes to team effort for accomplishing related results as needed.
· Process the renewal of Business Permit annually of VENVI Agro Industrial Ventures Corporation
· Performs other related duties as assigned from time to time.

HERENCIA GARDEN RESTAURANTS
#5 Ablan Ave. Laoag City
January 18, 2018 – Present
Operations Manager (Part Time)

· Coordinates daily Front of the House and Back of the House restaurant operations.
· Delivers superior service and maximize customer satisfaction
· Responds efficiently and accurately to customer complaints
· Regularly review product quality and research new vendors
· Organizes and supervise shifts
· Appraises staff performance and provide feedback to improve productivity
· Estimates future needs for goods, kitchen utensils and cleaning products
· Ensures compliance with sanitation and safety regulations
· Manages restaurant’s good image and suggest ways to improve it
· Controls operational costs and identify measures to cut waste
· Creates detailed reports on weekly, monthly and annual revenues and expenses
· Promotes the brand in the local community through word-of-mouth and restaurant events
· Recommends ways to reach a broader audience (e.g. discounts and social media ads)
· Train new and current employees on proper customer service practices
· Implements policies and protocols that will maintain future restaurant operations


ABDULLAH A. AL-BARRAK & SONS CO.
Jubail Supports Industries 31961, KSA
February 03, 2016 – May 19, 2017
Real Estate Dept. - Document Controller

Procedural:
· Organizes and maintain documents, adhering to the company's document lifecycle procedures and archive inactive records in accordance with the records retention schedule.
· Guarantee an adequate level of safety in the access to the documentation.
· Develops and maintains documents such as business letters, meeting minutes, drawings, specifications, approvals and related items.
· Creates new templates for the received and process Requests for Information (RFI’s) from contractor and consultants and maintain the requests via tracking logs. As RFI’s procedures every item is updated, monitored and eventually closed the issues at the earliest time frame. 
· Set-up database controls to allow authorized users to recall the documents and also review document revisions to maintain documents integrity.
· Creates and maintains a filing system that supports efficient information management. Develops a system that authorizes staff at different levels to access appropriate construction documents without going through the controller.
· Sends and receives document from external organizations, prepares and edits paperwork business correspondences, meeting minutes and ensures all records-management activities adhere to institutional policies and legal regulations.
· Monitors various logs. i.e. correspondence – open and closed issues, RFI, NCR, document submittals (such prequalification, technical submittals, samples) work inspection request, concrete pouring request, material inspection, field instruction, change proposal and daily manpower and equipment report. 
· Prepares memoranda, business letters and other document forms necessary for the company daily operation.

GULF STEEL WORKS CO.
Jubail Industrial City, 31961, KSA
October 5, 2011 – November 9, 2015
Structural Division - Document Controller

Procedural:
· Encompasses inventory control management, quality assurance and operations on production shop floor.
· Generates production documentation and reports to provide current and precise information.
· Monitors daily progress production quantities and performing cycle counting tasks on the production shop floor. It entails counting fabricated materials and reconciling with quantities inventory records base materials released and delivered materials from QC Dept. to Dispatch Dept.
· Facilitates the production shop floor run more efficiently by helping to manage inventory levels, prioritize work schedules to meet the time frame given by Client and ensuring that production control has the necessary information to maximize resources and organize the operation of the production.
· Provides easy tracking of balance fabricated materials to any concerned departments especially to Top management, Clients, Managers and Project engineer.
· Data base entries on the progress production on a daily basis to formulate detailed summary and progress status of various jobs at hand accurately.
· Checking of all invoices claimed by sub-contractors in accordance with materials delivered and received by the company in correspond with the issued drawings transmittals and Purchase order.
· Sustains and supervise hardcopies of official documents and data base for document control and validation of document files.
· Assists and coordinates in the management, implementation and administration of the documentation control management system.
· Prepares Daily, Monthly production report.
Special tasks given – Temporarily assigned as Division Manager Secretary and Operations Manager secretary 
Procedural as Division Manager Secretary: (From December 15, 2012 to January 25, 2013 and April 9, 2014 to May 20, 2014)       
· Receives telephone calls with courtesy and provides assistance for every caller’s needs and inquiries.
· Updates the manager schedules and status of information by receiving, sorting, organizing and responds emails on daily basis.
· Receives, transmitting and filling all incoming and outgoing documents.
· Prepares memoranda, business letters and other document forms necessary for the company daily operation.
· Prepares PO’s and contracts of sub-contractors and other suppliers.
· Serves as personal reminder for meetings, appointments and other agendas. 
Procedural as Operations Manager Secretary: (April 16, 2012 to June 07, 2012 and December 19, 2014 to February 03, 2015)
· Maintains a variety of manual and electronic document files and records for the purpose of providing up-to-date information and historical reference in accordance with established administrative guidelines and legal requirements.
· Supports assigned administrator and department staff for the purpose of providing assistance the administrative functions.
· Sets daily schedule of appointments and meetings/conferences. Answers calls tactfully and take down important messages by providing report calls to the manager.
· Performs other duties as assigned to ensure the efficient and effective functioning of the work unit.





GECO MECHANICAL & ELECTRICAL LTD.
Sharjah, United Arab Emirates
June 03, 2010 – February 28, 2011
Document Controller

Procedural:
· Developed and maintains general consolidated database for various invoices and payment collections for efficient and reliable sources inventory control for Fire Fighting and Fire Alarm Division for easy tracking of status payment collections and receivables and balance to invoice for several projects.
· Ensures all documents are properly received, recorded, classified, coded, transmitted, distributed, filed and maintained.
· Controls and prioritized reproduction and distribution of project documents.
· Maintains and safe keeps a systematic documents file in accordance with an established project recorded index.
· Coordinates sub-contractors, consultants for the work progress of several projects.
· Ensures of approvals from Clients and Consultants of submittals for shop drawing and materials on time.
· Prepares the O&M (Operations and Maintenance Manual) for Client guidance.
· Obtains Civil Defense approved drawings from Dubai Municipality.


AL NIMR CIVIL ENGINEERING LLC.
Dubai, United Arab Emirates
January 15, 2007 – January 18, 2010
Secretary

Procedural:
· Performs a variety of clerical, technical and secretarial duties in support of the concerned department activities. This includes updating, retrieving and collecting data using computer aided techniques, filling, maintaining registers and records of all correspondence, documents, reports and statistical data.
· Receives all incoming mail including letters, memorandums, reports and written comments from relevant Divisions or department.
· Answering calls, taking messages and handling correspondence.
· Maintains diaries and arranging appointments.
· Organizing and servicing meetings and managing database
· Prepares Letters, presentation and reports.
· Liaising with relevant organizations and clients.
· Coordinates mail-shots and similar publicity tasks. 
· Implementing and maintaining procedures / office administrative systems.



BERKLEY INTERNATIONAL
HSBC Tower 18th Floor Ayala, 
Makati City, Philippines
June 14, 2002 – November 07, 2004
Call Center Agent


Procedural:
· Ensures calls are answered within predetermined time scales and are dealt with properly and provides information to queries.
· Responds to insistent demands with politeness.
· Screens incoming call (inbound), mails and action responses and redirect correspondence if necessary. 
· Proposes improvements to internal project processes and procedures for the efficient and effective administration of project office procedures.

SANCHEZ MIRA SCHOOL OF ARTS AND TRADES (SMSAT)
Sanchez Mira, Cagayan, Philippines
November 02, 2000 – February 26, 2001
On the Job Training: (Practice Teaching)
OJT Grade: Rating 1.25 – Highly Outstanding

TRAINING & SEMINAR
· SOP Orientation Seminar for MPPC – November 23-24, 2017 – Venvi Agro (In-House)
· Internal Quality Audit for ISO 900:2015 – November 19-20, 2017 – Venvi Agro (In-house)
· Sanitation and Proper Handwashing - November 15, 2017 – Venvi Agro (In-house)
· Swine & Cattle Slaughter Management – November 9-10,2017 - Philippine Abattoir Development Corp. San Fernando, Pampanga
· Current Good Manufacturing Practices (cGMP) – October 25-27, 2017 – PTTC, Pasay City Phils.
· Google Applications for Business
· Microsoft 365 Applications
· Internal Quality Audit for ISO 900:2008 – September 11-12, 2012 – GSW (In-house)
· Methodology and Business Correspondence
· Productive Administration Management
· Coherence Health Administration
· Workshops on effective communication and presentation skills 
· Effectively Teachers: on the go!
· Computer literacy program
· Child abuse
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