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OBJECTIVE
Pursuing opportunity which will allow me to grow professionally, while effectively utilizing my versatile skill set to help promote your corporate mission and exceed teem goals.
SUMMARY OF QUALIFICATIONS:
Extremely motivated and passionate in whatever I choose to do. Strong Interpersonal and communication skills and know how to handle and deal with different kinds of people and circumstances. Equally effective working independently and in cooperation with others.
PROFESSIONAL EXPERIENCE:
OFFICE SECRETARY 
Diplomat Management Services SPC
Manama Kingdom of  Bahrain
9 Sept 2013- present
 
Duties				
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints. 
· Answer telephones, direct calls and take messages.
· Operate office machines, such as photocopiers and scanners and personal computers. 
· Compute, record, and proofread data and other information, such as records or reports.
· Maintain and update filing,and database systems, either manually or using a computer.
· Review files, records, and other documents to obtain information to respond to requests.






SALES AGENT 
Powerhouse Dist.. Inc.
Bacolod City	
March 2011-July 2013	
Duties
· Enters purchases into cash register to calculate total purchase price.
· Accepts cash, checks, or bankcards for payment; completes check and bankcard transactions according to established procedure.
· Counts money, gives change and issues receipt for funds received.
· Calculates discounts or references; requests customer identification for certain discounts and receipts as required.
· Balances cash drawer and receipts; documents discrepancies.
· Trains new cashiers.

OFFICE CLERK 	
January 2009-July 2010 

Duties				
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints. 
· Answer telephones, direct calls and take messages.
· Operate office machines, such as photocopiers and scanners and personal computers. 
· Compute, record, and proofread data and other information, such as records or reports.
· Maintain and update filing,and database systems, either manually or using a computer.
· Review files, records, and other documents to obtain information to respond to requests.
· train other staff members to perform work activities, such as using computer applications.
· Troubleshoot minor problems involving office equipment, such as computer hardware and software.

EDUCATIONAL BACKGROUND:
Educational Attainment

College			Bachelor of Science in Management Information System
						Carlos Hilado Memorial State College, FortuneTowne- Branch
						Bacolod City Philippines
Year graduated2006 -2009

I do hereby attest that the above information are true and of my utmost knowledge and capabilities. Other pertinent information not included in this curriculum vitae is available upon request.

