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Edwina
Edwina.189936@2freemail.com  

Objective: A position offering career opportunity, learning and growth, to obtain appropriate position related to my degree and experience as well as to gain an additional technical knowledge necessary for advancement and expertise.

EDUCATIONAL BACKGROUND

College:

Technological Institute of the Philippines

938 Aurora Blvd., Cubao, Quezon City

June 2001 - March 2006

High School:

Naga National 

High School

Naga Tiwi Albay

June 1997 - March 2001

Elementary:

Cale Elementary School

Cale Tiwi Albay

June 1990 - March 1997

SPECIAL SKILLS

· MS Office 

· Visual Basic 7.0

· Oracle 9i

WORKING EXPERIENCES
Company
: Green House International Trading 

Address
: Deira, Dubai, UAE

Inclusive Date
: September 20 2010 - August 23, 2013
Position
: Cashier

Duties and Responsibilities:

To receive the payment from customer by cash, check, credit cards, vouchers, or automatic debits.
To issue receipts, refunds, credits, or change due to customers.
Count the money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
Always make greetings to customers entering establishments.
Observed and maintain clean and orderly checkout areas.
Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.

COMPANY
: WCM Construction Equipment and Rental Services

Address
: B59 L3 Magnolia St. CPH2, Camarin, Novaliches, Caloocan City, Philippines
Inclusive Date
: June 01, 2008 to June 2010
Position
: Sales Representative

Duties and Responsibilities:

Prepare Monthly Equipment rental letter billing submittal for different projects.
Prepare and issue invoices for the utilized car rental usage for the current months.

Collect all monthly checks payment for the rented vehicles utilized to different projects.

Attend telephone call for tender, inquiry for quotation and other related technical services. 

Prepare and send fax quotation for car rental quotation and offers.

Summarize monthly collection and monthly billings for follow up.

Scan and file all documents such as quotation, letter billing copies, checks collected, etc.

Prepare summary list of collected checks and arrange deposit to designated bank accounts.
Prepare letter for acknowledgment receipt of mobilize rental car and equipment.

COMPANY
: THERESE & IVANSONS SHELL STATION 
Address
: L-35 C.E.Rodriguez Jr. Ave., Bagumbayan,Libis Quezon City, Philippines
Inclusive Date
: Dec 01, 2007 to May 2, 2008
Position
: CASHIER
Duties and Responsibilities:

Handling payments in gas station bills including consumables and food stuff sell from the stores.

Scan and/or type the price of items into a computer or scanner that calculates a total bill.

Collect payments for goods and services, make change and hand out receipts. Issuance of cash refunds and credit slips to costumers or cash checks for costumers.

At the end of shift, balance the amount of money has been taken in with the total sales recorded. Make sure that there are no mistakes in order to maintain the effective performance of the job.

COMPANY
: RUSTAN’S SUPER CENTER INC
Address
: Farmers Cubao, Quezon City, Philippines
Inclusive Date
: Oct. 3, 2006 - Jan. 3, 2007

Position
: CASHIER
Duties and Responsibilities:

Scan and/or type the price of items into a computer or scanner that calculates a total bill.

Collect payments for goods and services, make change and hand out receipts. Issuance of cash refunds and credit slips to costumers or cash checks for costumers.

At the end of shift, balance the amount of money has been taken in with the total sales recorded.

Pass merchandise price tags across scanner to read the bar code on the tags and records the price and item description onto a computer system. 

Enter the coded description of each item sold as well as its price into cash register to those items not carrying a bar code.

Checks coupons and food stamps to make sure the items were validated. 

SEMINARS ATTENDED/JOB TRAINING   
· Visual Basic Database Programming 

· Industry Software Laboratory of the TIP – February 5, 2005

· Visual Basic Programming 

· Computer Laboratory 244 of the TIP – August 28, 2004

· On – the - Job Training 

· Gulf-Asia International Corp. – April – June 2004

