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PROFILE SUMMARY

Professional Human Resource Management with Administrative skills experience that is responsible for the day-to-day operational tasks of the Sales department. This includes managing the sales process, scheduling, and coordinating activities, and creating reports to help drive results.

SKILLS
 
· Able to manage time properly. 
· Able to adapt in any work environment.
· Able to take the initiative and work independently.
· Proficient in Microsoft Office
· Consolidation of report/ summary of activities made within the day.



WORK EXPERIENCE

Admin Assistant
Kitchen City Taguig City, Philippines 
September 2022- October 2022

Admin Assistant duties such as supervising daily operations, handling customer issues, finding ways to ensure customer satisfaction, preparing payroll, and managing inventories.
· Consolidation of daily inventory of foods and stocks
· Support food staff/crew with food serving in the canteen.
· Support the food preparation in the kitchen for customers.

Sales Administrative 
Suzuki Auto Biñan- Biñan, Laguna 
October 2022- Present 

Sales Admin’s duties include checking the accuracy of orders and issuing invoices, maintaining sales records, and compiling monthly sales reports. 
skills
· Proven work experience as a Sales administrator or Sales support agent
· Hands on experience with CRM software and MS Office (MS Excel in particular)
· Understanding of sales performance metrics
· Excellent organizational and multitasking skills
· Consolidation of report of activities made within the day.






Front Desk Receptionist 
Accelerated Wellness and Pain Clinic 
RDR Building 2 Maharlika St. Brgy. San Antonio  
San Pedro, Laguna
May 2023- Present

Front Desk Receptionist duties greet patients, collect their information, answer any questions, schedule appointments, and verify insurance information.

· Answer phone calls, emails, and in-person inquiries
· Communicate with patients to set up and schedule optimal appointment times.
· Gather and track medical information from patients. 
· Organize and input data into electronic health records. 
· Process patients’ Health Maintenance Organization 


EDUCATION

Bachelor of Science in Business Administration 
Major in Human Resource Development Management
San Pedro College of Business Administration 
August 2022

Accountancy, Business, Management (ABM)
San Francisco De Sales School
San Pedro Laguna Highway
2016-2018

High school 
San Francisco De Sales School
San Pedro Laguna Highway
2012-2016

Elementary 
San Lorenzo Ruiz 
United National Highway 
San Pedro, Laguna
2007-2012

REFERENCES

Aisa Grace L. Tecson
General Sales Manager 
Suzuki Auto Binan 
Phone Number: 09064408431

Lizette S. Nacario
General Retail Manager 
Suzuki Auto Binan 
Phone Number: 09233908851

Julio Cudiamat 
Manager 
Accelerated Wellness and Pain Clinic 
Phone Number: 09658719888

