
MARK JAYSON MAGPANTAY                                                           Address: #10 Laura St. Purok 3 Area 5 
Old Balara, Quezon City
Contact No. (+63915) 4691805 
Email Address: markjayson100593@gmail.com










SUMMARY:

Skilled Worker with exceptional interpersonal skills and winning attitude. Proven ability to drive profitability and focused on setting high service standard. Seeking to advance professional career.

SKILLS AND ABILITY:
· Computer Literate (MS Word, Excel, Powerpoint)
· Honest, keen to details and result-oriented
· Demonstrated aptitude or competence for successful fulfilment of assigned performance responsibilities
· Know how to drive Motorcycle, Manual and Automatic Vehicle
· Can manage own time and can work within tight deadlines

EMPLOYMENT HISTORY

Position: Admin Staff                                 
Period: July 1, 2022 - Present
Name of Company: Healthy Greens Food Corp. 
Type of Industry: Food
Location: Quezon City

Job Description: 
· Knowledge in Audit, Inventory, Cashiering, Kitchen, Purchasing.

Position: Driver/ Liaison Officer                                  
Period: October 1, 2018 – October 13, 2021
Name of Company: Torre, Sobremonte & Associates Company  
Type of Industry: Accounting Firm
Location: Caloocan City	

Job Description: 
· Process, facilitate, file and pay registration/ renewal of business permits with the Local Government Units within Metro Manila and nearby areas as well as in other government reportorial requirements with the Bureau of Internal Revenue, Social Security System (SSS), Philhealth, Pag-ibig, Department of Trade and Industry and Securities and Exchange Commission;
· Extensive experience of accounting compliance with government agencies
· Knowledge of process and techniques in registration of business; 
· Maintain good relationships with upper management.





Position: Company Driver                                  
Period: November 2017-February 2018 
Name of Company: Kimbel International
Type of Industry: Manufacturing of Bags
Location: Quezon City

Job Description:
· Assist in the delivery of companies products
· Serve as personal driver of top management 
· Prepared reports and other documents with analysis in a timely manner.

Position: Sales Clerk                               
Period: October 2016- February 2017 
Name of Company: Fisherfoods Corporation
Type of Industry: Supermarket 
Location: Quezon City

Job Description:
· Assist sales of company products and merchandise
· Handles store's inventory levels and product displays
· Submit store inventory reports, 
· Prepared reports and other documents with analysis in a timely manner.


Position: Merchandizer                                  
Period: December 1, 2013 to May 31, 2015 
Name of Company: Super 8 Grocery Warehouse
Type of Industry: Supermarket Warehouse
Location: Quezon City

Job Description:
· Handles warehouse/ store's inventory levels and product displays
· Submit warehouse inventory reports, 
· Clear any unwanted products from displays and monitoring the sales performances of products.
· Prepared reports and other documents with analysis in a timely manner.


EDUCATIONAL BACKGROUND/ TRAININGS
· Asian Institute of Computer Studies
Bachelor of Science in Computer Science
Commonwealth, Quezon City
2009-2013

PERSONAL INFORMATION
Date of Birth 		:	May 10, 1993
Place of Birth		:	Tarlac City
Gender			:	Male
Civil Status	 	:	Single
Nationality		:	Filipino
Religion		:	Iglesia ni Cristo
Language Spoken	:	English and Filipino

CHARACTER REFERENCE
	

Hazel Borbon
Torre, Sobremonte & Associates Company
0917-8208094

I hereby certify that the above information are all correct to the best of ny knowledge.





						MARK JAYSON M. MAGPANTAY
