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________________________________________________________________________
	
Objective: To seek for career advancement opportunities to my field profession.

HIGHLIGHTS:
· 4 months experience in BPO
· 1 month experience as a data encoder.
· 3 months experience as a volunteer staff of ARBB (Aquino - Roxas Bantay Balota)
· 7 years experience in various field of Fast Food.
SKILLS:
· Computer Literate: MS Office, Internet Application, research and related studies.
· Have a methodical approach to work.
· Flexible and hardworking person.
· Excellent in time management.
· Driving skills. License No. D16-04-002293

PROFESSIONAL EXPERIENCE:
GAIC (Gulf Asia International Corporation)
Clerk Typist II
January 28, 2012 up to present

Project Involved:
ARCC / Balik- Bayan Project
Dated Started: January 28, 2012

DESCRIPTION

 This is experienced clerical work. An employee in this classification, with general supervision from 
a designated supervisor, performs general office duties including data entry, typing, and filing. Work 
is reviewed periodically for accuracy and conformance with general instructions.


 ESSENTIAL JOB FUNCTIONS 

 Types, maintains records, logs and databases  
 Communicates in a positive and effective manner with staff, worker or visitors 
 Perform other duties as assigned. 


 EXAMPLES OF WORK 

 Recieves and validate travel documents of ARCC RETURNEE/S
· OFW Infosheet
· Endorsement Sheet
· Philhealth and Pag-ibig payment (updated)
1. Info sheet must be filled- up with necessary information of the ofw (name, etc..) this must contain valid and correct details for reference of the processor. Forms are available at the guard duty.
2. Endorsement sheet contains the position and rate of ofw from eei manpower. Position and rate may vary depends on their performance before whether promoted or with increase of rate.
3. For the security of the OFW and their beneficiaries, PHILHEALTH and PAG-IBIG contribution must be updated from date departure of ticket.Philhealth  validy is renewable for 1 year while pag-ibig contribution must be renewed every 6 months. The OFW is always advised to update their payments.  

 Quality Assurance of travel documents
· Ensure completeness of travel documents
· Initial QA of travel documents
· Validate watchlisted candidates online
1. E-ticket , original passport, e-visa , PHILHEALTH AND PAG-IBIG, endorsement sheet from eei manpower. Returnees msut comply all of these to process their papers or documents.
2. Initial QA is done to verify and validate whether all documents are accurately filled-up and checked by the processor, down to immediate supervisor for double checking.
3. E-validate to POEA is done to check if the (OFW/BALIK-Bayan) returnees has a record or included in the watchlist to prevent interruption in processing, the documents. If the returness found on list they has to file clearance at POEA.


    Various clerical works
· Print-out Returnee contracts
· 201 file endorsement preparation
1. Processor will ready the contract and returnees will they sign after it was explained it by the processor including their confirmation slip.
2. 201 file are records of the qualified returnees sent at the area. After 5-7 days with notice of arrival sent at the site the processor will endorse this 201 file for safe keeping at EEI RECORDS.
 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 

 Knowledge of record keeping methods  
 Ability to prepare and type correspondence and reports 
 Ability to verify information 
 Ability to maintain files 
 Ability to operate office machines 
 Ability to communicate effectively with staff, worker and visitors 
 Knowledge in the use of computers and various word processing, database and spreadsheet program 
 Knowledge of operating office equipment 
 Knowledge of alphanumeric filing systems 





PNPN (PINOY NOON, PINOY NGAYON INC.)
BPO (CALL CENTER- OUTBOUND)
October 4,2011 – January 10, 2012
· Selling products, botox over USA country.
· Dealing with the clients regarding botox and follow – up calls if they already receive fax and emails.

ARBB (AQUINO – ROXAS BANTAY BALOTA)
VOLUNTEER STAFF
April 16,2010 – June 5, 2010

Project Involved:
ARBB Project
Dated Started: April  16, 2010
· Encodes documents relating to election results of the President and Vice- President during last May 2010 election. 
· Monitoring of the results.
· Process replies on my own initiative or from bosses dictation or notes.
· Filling of documents, faxing.
· Updates daily project report to be check of my supervisor.
· Receives incoming calls and makes follow-up calls.

KFC (KENTUCKY FRIED CHICKEN)
SERVICE CREW / TEAM LEADER
May 5,2001 – August 31, 2008
Dated Started: May  05, 2001
· Reports directly to the Restaurant Manager.
· Supervises the daily shift by ensuring the smooth operations and coordination of people , equipment and products , manages controlables in the restaurant.
· Shares principal accountabilities with the restaurant management team on achieving total customer satisfaction.
· Managing people , building sales , conrolling costs , maximizing profit , and in executing administrations.

SEMINARS AND TRAINING ATTENDED:

Networking Security, Risk Management and Basic CISCO Router Configuration
March 13, 2010

Career Orientation: “Job Hunting Preparation and Interview Tips” and Critical Thinking seminar,
February 17, 2010

Team Leader Development Program
 Ramcar Building, Diliman, Quezon City, 
 June 19, 2007

KFC Customer Mania Workshop – Extreme
Ramcar Building, Diliman, Quezon City, Philippines
21 May 2006

KFC Customer Mania Workshop – Customer 
Ramcar Building, Diliman, Quezon City, Philippines
6 February 2006

KFC Product Quality Orientation and Workshop
Ramcar Building, Diliman, Quezon City, Philippines
27 January 2006

KFC Delivery Workshop
KFC Jupiter, Makati City, Philippines
4-5 July 2005		

EDUCATIONAL BACKGROUND:

Jose Rizal University, Shaw Boulevard Mandaluyong City, Philippines	2004 – 2010 
Bachelor of Science in Information Technology

Rizal High School , Rosario Pasig City, Philippines 			1996 – 2000 
High School Diploma 

Rosario Elementary School, Rosario Pasig City, Philippines 		1990 – 1996
Primary Education				

PERSONAL DATA: 

Nationality: Filipino 
[bookmark: _GoBack]Passport No: P2666524C – 13 DECEMBER 2032
Civil Status: Single
Birth Date: July 28, 1983 
Language: English, Filipino 
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