
CYRA R. ALARCOS, MBA
saira110928@gmail.com
Visa: Open Work Permit 
Mobile No. 6047278983


Career Objective:

To obtain a job within my chosen field that will challenge me and allow me to use my education, skills, and past experiences in a way mutually beneficial to both myself and my employer and provides
for future growth and advancement.


Key Skills and Attributes:

· Time management skills: Understanding the difference between Urgent and Important
· Language skills: Proficient in speaking, writing, and comprehending English.
· Multi-disciplinary collaboration: Ability to work with other team members such as Rank and File, Supervisor, Division Heads, Office of the Board, and Head of the Agency. Strong Administration Skills, Organizational Skills and Customer Service Orientation. 
· Cultural awareness: Worked with a colleague of distinct cultures, able to establish a good relationship with them and respect for different culture
· Computer skills: Knowledgeable in Microsoft Word, Excel, Tableau, and PowerPoint
· Knowledgeable on ERP System and RF Scanner
· First Aider Holder (Emergency First Aid for Industry (OFA Level 1 Equivalent) Expiry Date: July 18, 2026
· Knows how to operate electric and manual forklifts 

			
Professional Experiences:

Purchaser                                                       May 12, 2025, up to present
Evergreen Herbs, LTD

Specific Duties and Responsibilities:

-Responsible for managing the purchasing process within the organization, from identifying needs to ensuring timely delivery & accurate records
-Collaboration with suppliers, track orders & maintain inventory while striving to secure the best possible prices & terms

Inventory and Warehouse Coordinator        February 5. 2023- May 11, 2025 
Bento

Specific Duties and Responsibilities:

- Accurately receives, inspects and records new supplies
- Check the packing lists against the order and report issue/s as soon as possible
- Keep an accurate inventory record and keep an eye on stock levels to avoid discrepancies
- Reconcile inventory inconsistencies and conduct routine audits
- Arrange the materials in designated areas for easy and convenient access and must be labeled properly
- Work together with all departments to meet Procurement and Production needs
- Effectively communicate about delivery schedules, errors if there’s any and returns
- Consistently report or updates on inventory status and supply issues
- Respect company’s safety and inventory management policies
- Make sure the receiving area for inventory are clean and well organized
- Evaluate inventory forms and information and suggest enhancement
- Provides assistance in the production when needed
- Provides administrative and clerical support as required 

Sales and Inventory Associate (seasonal) 	November 28, 2021- January 15, 2022  
Banana Republic (Metrotown)    

 Specific Duties and Responsibilities:
- Maintain and update inventory records
- Complete all daily tasks required to maintain excellent inventory management practices
- Reconcile inventories with book records and make revisions as needed
- Help with examining purchase orders from clients, retrieving products from stock, and getting them ready for delivery
- Keep the workspace neat and orderly, including any space used for product storage
           
Administrative Assistant VI (Government Agency) November 22, 2012- October 28, 2021
Land Transportation Franchising Regulatory Board (LTFRB)

Specific Duties and Responsibilities:
- Enables effective office operations by offering administrative help
- Helps the team members with administrative tasks by assisting them to create and edit articles for corporate and annual reports
- The secretariat and working staff of the various committees established by upper management, as well as training courses, workshop sessions, and seminars. 
- Coordinate meetings with the management committee and oversee calendars. 
- Responds to incoming and outgoing official correspondence, including phone calls, electronic mail, and physical mail. 
- Drafts and disseminates letters, memos, and forms. 
- Carry out routine administrative tasks like obtaining supplies and organizing paperwork.
- Keeps up with both virtual and traditional file systems 
- Answers phones, connects callers with the right person and makes appointment/s 
- Answers emails and other online questions and messages
- Oversees senior staff calendar management, including scheduling travel
- Drafts and revises reports, correspondence, and other written materials
- Enters and modifies data in spreadsheets and databases
- Creates agendas and records minutes for meetings
- Oversees conference details, such as catering and hotel preparation
- Inputs and edits documents using word processing and presentation tools
- Manages and keeps up office supplies, such as fax machines, copiers, and printers
- Coordinates with outside vendors and maintenance personnel to guarantee that office supplies are always available, and that office equipment is in good operating condition
- Gathers, summarizes, and conducts research as needed for reports or presentations
- Collaborates closely with other administrative personnel and offers assistance to colleagues as required
- Uses care when handling sensitive data to protect security and confidentiality and make sure privacy laws and rules are followed
- Comply with deadlines and adjust to shifting priorities
- Purchase Request and Requisition and Issuance Slip (RIS) preparation
- Schedule of purchasing, delivery, and issuance of all office equipment and supplies materials
- Schedule of receiving and acceptance of Supplies & Equipment
- Recording of Supplies & Equipment & Submission Commission of Audit (COA) and Finance Division
- Issuance of Supplies 
- Issuance of Office Equipment and Semi Expendable property
- Preparation of Monthly Report of Supplies and Materials Issued
- Inventory of Supplies, Property Plant, and Equipment
- Inventory of Unserviceable Property for Disposal
- Liquidation of Cash Advance
-  Provides administrative, secretarial, and clerical support to maintain an efficient office environment.

Legal Assistant				June 20-November 15, 2012
Bronzeoak Philippines, Inc.

Specific Duties and Responsibilities:
-  Provide administrative support to lawyers and enhance office effectiveness
-  Handle communication with clients and inter-office memo
-  Type up and file basic legal documents and correspondence
-  Answer and direct phone calls
-  Maintain contact lists
-  Monitor deadlines and juggle calendars
-  Scheduling, coordinating, and confirming court dates, appointments, and meetings
-  Conducting research in legal matters
-  Maintain calendars and schedules of corporate Lawyer
-  Develop and maintain a comprehensive and organized billing system
-  Ensure all billable hours are accurately recorded

Account Associate			January 5, 2009- March 8, 2012,	
Iplus Intelligence, Inc.

Specific Duties and Responsibilities:
- Maintain marketing and sales inventory for telephone communication products and services for Small and Medium   Enterprise Group
- Create and maintain programs and advertisement campaign schedules and assist with tracking duties
- Provide quality assurance for the products and services to SME Group
- Identify and target opportunities to expand and improve company presence through visual merchandising
- Identify online issues that may create hindrances and implement data audits across all categories
- Track and communicate the status of products and services set up to ensure that delivery deadlines are met
_____________________________________________________________________________________________

Educational Qualifications:

Master in Business Administration (MBA)				October 2021- December 2022
University Canada West (UCW)
Graduated

Bachelor of Arts Major in Political Science				June 1999 – March 2003
De La Salle University- Dasmarinas Cavite– Philippines
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