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Address: Flat 31, B-97, B-321, R-333, Gudaibiya, Manama, Bahrain 
Email Add: iamcharles04@gmail.com
Contact No. +973 34494093
Skype Name: charlesedwardnavarro

Objective:
To work in a good company that would enhance my skills and knowledge according to my experience, and serve as venue to develop new knowledge and skills for the future advancement.


Work Experience:

Salesman / Warehouse-in-charge
Big Muscle Health Food
Manama, Bahrain
March 03, 2019 – present 

Duties & Responsibilities:

1. Warehouse in charged – receiving cargo, identifying OS&D, making inventory reports, creating barcodes, printing barcodes, organizing and monitoring of newly received items, storing and distributing of all items received either from supplier or shops, ensuring a smooth and consistent stock replenishment at all times.  Responsible for securing warehouse as well.
2. Communicate discrepancies to Supervisor / Manager
3. Performs work to load inventory into designated packages, boxes, or other receptacles
4. Demonstrating specific product functions and uses
5. Building strong customer relations with existing clients
6. Monitoring sales and market trends within specific industries
7. Coordinating delivery of product or services
8. Loads, unloads, moves, or store items according to delivery or routing documents, or supervisor instruction
9. Provide input for safety and productivity improvements to supervisors
10. Perform other duties that may be assigned from time to time
11. 48 hours of work per week.


Admitting Staff
Customer Assistance Department
Ramos General Hospital
Ligtasan, Tarlac City
October 28, 2015 – February 12, 2019


Duties & Responsibilities:

1. Accommodate and admit patients and respond to all their inquiries.
2. Record to daily logbook admissions according to time and date admitted.
3. Conduct interview for walk-in patients, or family/relative companion of ambulatory patients to get the required information about them.
4. Check the patient’s data form and encode in the computer.
5. Updates patients in the hospital directory and check daily census.
6. Inform nurses regarding the admission of patients.
7. Evaluate patient’s category for PHIC Benefit.
8. Evaluate patient’s coverage for HMOs and companies.
9. Perform other duties that may be assigned from time to time.
10.  40 hours of work per week.

Government Internship Program 2013
Social Security System
San Vicente, Tarlac City
March 26 - May 14, 2013


Training and Seminar Attended:

On-the-Job Training
Human Resources Management Department
Central Luzon Doctors’ Hospital
Hospital drive, San Vicente, Tarlac City
November 25, 2013 – February 28, 2014 

Positive Psychology in Everyday Life
Holy Angel University
Angeles, Pampanga
February 24, 2014

Labor Employment for Graduating Student 
Magic Star Mall Activity Center
Cut-Cut 1st, Tarlac City
February 3, 2014

Pre-Employment Orientation Seminar 
Magic Star Mall Activity Center
Cut-Cut 1st, Tarlac City
February 3, 2014

PAPJA 27thAnnual Convention of the Junior Affiliates  
“Philippine Psychology in the Midst of Change”
1st Day, SMX Convention Center, MOA, Pasay City
“The Breath and Body Connection”
2ndDay, De La Salle University
Jan. 17 & 18, 2014

COESSE: The Psychological Society’s Seminar
“Thesis 101: An In-Depth Discussion on the First Three Chapters”
COE-AVR Tarlac State University, Tarlac City
July 31, 2013

COESSE: The Psychological Society’s Activity
“Mock Interview”
Hired as HR Assistant
COE-AVR Tarlac State University, Tarlac City
July 30, 2013

CASS Leadership Seminar and Team Building
“Breaking into One”
Villa Alfredo’s Resort, San Fernando Pampanga
July 6 & 7, 2013

PAPJA 26thAnnual Convention of the Junior Affiliates  
“Building Hope and Resilience”
1st Day, SMX Convention Center, MOA, Pasay City
2nd Day, FEU, Morayta, Manila 
Jan. 18&19, 2013

Parents Congress 2012
“Keeping First What Matters Most”
SLU, Baguio City
Oct. 06, 2012

COESSE: The Psychological Society’s Seminar 
“Expressive Arts Therapy: A Healing Technique”
COE-AVR Tarlac State University, Tarlac City
Aug. 1, 2012

Seminar on SK Organizational Leadership and Governance for 
SangguniangKabataan Official of Tarlac City
Olongapo City Convention Center.
May 23&24, 2012


Organizational Affiliation:

COESSE: The Psychological Society
Officer- Business Manager						2013- 2014

PAPJA (Psychological Association of the Philippines Junior Affiliates)
Member								2013- 2014

COESSE: The Psychological Society
Officer- Auditor							2012- 2013

Sangguniang Kabataan Official
SK Chairman								2010- 2013




Skills:
· Good Communication Skills
· Ability to read, write and speak in English
· Computer skills in the following applications:
· MS Word 
· Excel
· VlookUp
· Able to type 40 words and above in 1 minute (self-administered)
· Administration, Scoring and Interpretation in different Psychological Tests


Personal Information:
Date of Birth		:	May 04, 1993 
Place of Birth		:	Tarlac City, Philippines
Age			:	27 y/o                   
Gender		:	Male
Height			:	5’5”
Civil Status		:	Single
Religion		: 	Roman Catholic
Citizenship		:	Filipino
Father’s Name	:	Eduardo T. Navarro
Occupation		:	Private Employed	
Mother’s Name	:	Marites T. Navarro
Occupation		:	Housekeeping
Languages		:	Mother tongue Tagalog and English 


Character References:

Ms. Melissa Villanueva
HR Officer – HR Department
Big Muscle Healthy Food, Manama, Bahrain
Contact No. 1772 7198

Mr. Joey Navarro
Sports Facilities Coordinator
American University of Bahrain
Riffa, Bahrain
Contact No. 39910281

Mrs. Milagros S. Galang
Customer Assistance Department – Head Department
Ramos General Hospital, Tarlac City, Philippines
Contact No. +639218456675


I hereby certify that all the above information is true and correct.

Charles Edward T. Navarro
Applicant
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