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CHERILYN 
Al, Karama, Dubai UAE
E-mail:  cherilyn.192276@2freemail.com 
Visa Status:  Visit Visa
CARRER OBJECTIVE
My desire is to find a stable yet challenging position in a professional environment in which to learn new technologies and skills while utilizing my previous experiences to improve beyond my current abilities. I expect to build a strong business relationships within the company and with clients; and to exceed expectations in all aspects of my work.To be an active & excellent employee in your organization and to express and develop my professional skills for the mutual benefit of the company and myself.

Work Experiences
Tropical Hut Hamburger

Farmers Cubao Quezon City, Philippines

(October  1998-March 1999)

Cashier
Dutie and Responsibilities:

· Greet and serve each guest in an fast, efficient and courteous manner

· Monitor and maintain proper portion control

· Monitor and maintain quality of finished food product

· Maintain monies and sales information for audit and balance

· Follow proper cash handling procedures, as defined by the Cash Handling Policies

· Maintain clean and safe work area as defined by AB and Health Dept. standards

· Communicate effectively with back line and supervision

· Wash dishes pans and utensils, to include knives

· Restock work station as necessary

· Restock and clean respective area upon closing, to include cleaning station, floors, and trash cans.

SM Megamall

OrtigasMandaluyong Pasig City

Philippines ( December  2000-February 2001)

Cashier at Carpark

Duties and Responsibilities:

· Responsible for being at work every scheduled day, on time and in uniform.
· Counts “bank” of revenue at the beginning of each shift to ensure starting total is correct.

· Collects cash and validations and maintains security of cash.

· Makes change and/or issues receipts or tickets to customers for each transaction.

· Computes or re-computes bill from tickets showing amount due from customer.

· Operates cash register after time calculation (manually or by machine) and calculates cost of transaction.

· Gives directions to customers for various locations in the city.

· Maintains cleanliness of booth and picks up trash in surrounding area.

Johnson and Johnson Incorporated
Bicutan,Paranaque City
Philippines (September 2003- January 2008)
Secretary

Duties and Responsibilities
· Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;
· Devising and maintaining office systems;

· Booking rooms and conference facilities
· Using content management systems to maintain and update websites and internal databases;

· Attending meetings, taking minutes and keeping notes;

· Liaising with staff in other departments and with external contacts;

· Ordering and maintaining stationery and equipment;

· Liaising with colleagues and external contacts to book travel and accommodation;

· Organising and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
Chinatrust Commercial Bank

Cityland Herrera Tower, Makati City

Philippines (October 2008- August 2012)

Loan Consultant

Duties and Responsibilities
· Interview applicants to determine financial eligibility for loans.

· Request specified information.

· Counsel applicants on loan repayments policies and restrictions.

· Research lenders to find the lowest rate possible for a loan.

· Set up repayment plans and modify existing setup if necessary.

· Assist in selection of financial award candidates using electronic databases to certify loan eligibility.

· Maintain and review account records, updating and categorizing them according to status changes.

· Ensure loan applications are complete and correct.

· Counsel clients on personal financial problems.
EDUCATIONAL  ATTAINMENT RECORD

AMA COMPUTER UNIVERSITY

Diploma in  Bachelor of Computer Science

 Quezon City, Philippines

 (1996-2000)

METRO MANILA COLLEGE
Bachelor of Elementary Education
Novaliches Quezon City, Philippines

(2001-2002)
PERSONAL  ATTRIBUTES AND OTHER INFORMATION
Hardworking, honest, sincere, optimistic, dynamic, keen-observer, fast learner, team player, creative with strong determination and has a ability to work under pressure with minimal supervision. Proficient in different computer application such as internet explorer, Microsoft  office, (excel,word, power point) highly creative, effiecient and responsible with excellent international skills.

PERSONAL DATA:

CITIZENSHIP:                           FILIPINO

           BIRTHDATE:                             OCTOBER 30, 1979

           BIRTHPLACE:                           MAKATI CITY

           HEIGHT:    5’

           WEIGHT:   50 kgs

           RELIGION:   ROMAN CATHOLIC
I, hereby confirm that all of the above statements are accurate and complete to the best of my knowledge .
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