ARMIDA PANGILINAN BUÑING, LPT

EMAIL
apbuning@gmail.com

PHONE
+63 969 2553 400

EDUCATION

18 Units Professional Education
Bachelor of Science in Secondary Education
March 2020
Dr Gloria Lacson Foundation College
Nueva Ecija, Philippines

Bachelor of Science in Business Administration
Major in Business Management
April 2004
Central Luzon State University
Nueva Ecija, Philippines


SKILLS

Microsoft Office

Organization
Time Management
Decision Making
Team-driven
Communication
Flexibility
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PERSONAL SUMMARY
Business professional with 15+ years of experience in administrative roles, accounting supports and supervision. Diligent, punctual and dedicated to work.

PROFESSIONAL EXPERIENCE

Puregold Price Club Inc 
San Miguel, Bulacan, Philippines
SECTION SUPERVISOR
November 2018 – Present

(Team Leader - November 2018 -December 2020
(Asst Supervisor – January 2021 – May 2023
(Supervisor - June 2023 up to present) 
· manage and supervise the operations and workers under the Checkout and Wholesale department
· prepare monthly schedule of Cashiers, Customer service assistants and baggers
· Ensure that customers are met with strong customer service, efficiency and ethical standards
· Do the regular Pep Talk with the subordinates.
· Assist to do the cash registers of each cashier every end of the day.
· Prepare and submit the weekly and monthly report to the Store Managers and respective officers of the company.
· Do the orientation and briefing to the newly

Eyequest International Manpower Inc.
Vareb Mansion No. 1679 Mabini St 
Cor Malvar St., Malate, Manila, Philippines
Accounts cum Admin
January 2016 – August 2016
· Prepare Payment Voucher
· Ensure that all Expenses Voucher was recorded and balance to the Monthly Cash Flow 
· Consolidate the Ledger of the expenses of the Manila branch as well as the 6 provincial branches
· Ensure that all payment and expenses of all the selected candidates are recorded and no discrepancy.
· Submit weekly reports to the company Accountant






















































· Answer telephone calls and transfer calls to the concern person/department
· Responsible for the hotel accommodation and booking of flights on behalf of co-staff and clients
· Prepare the necessary things needed for the Recruitment exercise e.g Interview Room, complimentary drinks and foods for the clients and etc.
· Submit all the documents for approval of the boss submitted by the staffs.
· Compute and submit the staff’s Overtime application to the Finance Manager 

Alliance Human Resources Pte Ltd
141 Middle Road Singapore 188976
Senior Administrative Executive
January 2014 – August 2014						  
· Source and recruit qualified professional candidates.
· Receive Job Order from the Business Development Department (BD)
· Determine the applicant’s requirements by studying the Job Description and qualifications
· Posting an advertisement through different Job Portal or any social networking site
· Shortlisting of candidates who meet the qualifications and requirements
· Do the preliminary interview with the candidates via phone, webcam or face to face
· Submission of candidate’s application to the BD in-charge 
· Arranging of interview schedule as per the availability of both clients and candidates.
· Doing the Ministry of Manpower or MOM application for those foreign selected candidates by clients
· Arranging of arrival to Singapore and all the necessary arrangement upon arrival e.g. medical check-up, orientation, E-Issuance of pass, opening of bank account, Fingerprinting and etc.

2000 Recruitment Pte Ltd
20 Martin Road Singapore 239070
November 2009 – November 2013
Senior Administrative Executive

(January 2011 – November 2013 - Senior Administrative Executive
November 2008 – December 2010 - Administrative Executive)
· Do the verification of candidate’s documents (healthcare professionals)
· Prepare and process the needed documents in conducting recruitment to the foreign source country like Philippines, India, Sri Lanka, etc.
· Do the flights and hotel booking for employees and clients.
· Assisting in visa application if necessary.





















































· Liaise with Finance Department for invoicing, or any collection and expenses
· Responsible for the work pass application through EPOL/WPOL on the behalf of the clients
· Assisting in counseling for the newly hired employees as well as on their opening of bank accounts, medical examination and etc.

Municipal Government of San Miguel
Poblacion, San Miguel, Bulacan
Clerk (Accounting Department)
July 2004 – May 30, 2008					
					
· Record the Abstract of Real Property Tax and Collections on Community Tax
· Responsible for the (Barangay) Financial Statement – Trial Balance, Balance Sheet, Statement of Expenditure and Statement of Object Expenditure.
· Encode the Journal Voucher of Barangay’ Collection & Deposit.
· Responsible for the inspection of completion of supporting documents of every local transaction.
· Record the Disbursement Voucher of barangay on the Journal of Barangay Transaction or JBT.

CERTIFICATE / EXAMINATION TAKEN

· Licensure Examination for Teacher (LET) Passer, September 2021

· Certificate of Employment Intermediaries (CEI), Singapore

CHARACTER REFERENCES			
	Ms Rowenna Aquino
	Assistant Store Manager
	Puregold Price Club – San Miguel, Bulacan

Ms Maybelle Esteban
	Administrative Officer
	Puregold Price Club – San Miguel, Bulacan	

Gilbert Dela Torre
	Section Supervisor
	Puregold Price Club – San Miguel, Bulacan

Ms. Xiaoting Cheong
	Assistant Operation Manager 
	Alliance Human Resources Pte Ltd, Singapore
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