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Bachelor of Science in Industrial Technology


(Major in Electronics)


OBJECTIVE:
A dedicated Administrative Office Assistant/Store Keeper/Salesperson/Technician experienced in providing good service relationship, responsible for maintaining outstanding customer service as per Company standards, generating sales, merchandising, and safeguarding company assets., seek to utilize my interpersonal skills along with my professional expertise towards The growth of your organization. 
I have been performing my duties with full dedication, integrity and honesty and add to the profits of the organization.to acquire new sales skills and endless energy to make the sales process move at brisk  

Speed; thus, benefit the company to the maximum.
Task and Responsibilities Experiences:

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service.

· Maintain an awareness of all promotions and advertisements.

· Assist in floor moves, merchandising, display maintenance, and housekeeping

· Assist in processing and replenishing merchandise and monitoring floor stock.

· Aid customers in locating merchandise.

· Communicate customer requests to management.

· Assist in completing price changes within the department.

· Participate in year-end inventory and cycle counts.

· Assist in ringing up sales at registers and/or bagging merchandise.

· Any other tasks as assigned from time to time by any manager.

Skills and Competencies:
· Ability to operate all equipment necessary to perform the job

· Ability to communicate with associates and customers

· Ability to read, count, and write to accurately complete all documentation

QUALIFICATIONS:

Degree:

Iloilo Technical of Science Training School Year 2010

TIIC

· Food and Beverages Training Program ( 6 Months Only)
· Cellphone Repair and Maintenance ( 6 Months Only)

Western Visayas College in Science and Technology Year 2002-2008

· Bachelor of Science in Industrial Technology (Diploma of Technology Major in Electronics)
· Bachelor of Science  in Electronics Technology

Iloilo National High School Year 1998-2002
SUMMARY:
· More than 4 years of Multiple-experience in the field of  Electronics Merchandize Sales, Sales Assistant, Office Clerk/Store Keeper
· Excellent ability to collect, compiles and report information to appropriate personnel, maintain and follow safety procedures
· Exceptional ability to driven customer service relation

· Ability to maintain satisfactory attendance and punctuality standard
PROFESSIONAL EXPERIENCES:

Security System Technician

Quality Safety Technology

Manama, Kingdom of Bahrain


Duties/Responsibilities and Experience

· Installing CCTV Camera (DVR,IP Camera, Networking Lan/Wireless
· Installing, Troubleshooting, and Repairing security, home automation, CCTV, and Video systems.
· Installing Burglar Alarm System Troubleshooting and Maintenance Repair
· Installing Fire Alarm System Troubleshooting and Maintenance Repair 
· Delivering exceptional customer service in regards to installation and training of equipment for all customers.
· Working with corporate office, sales, and support teams to ensure proper communication of customer needs in order to deliver excellence in regards all activities. Performs other duties as required.
STORE KEEPER
AL ALAWI TRANSPORT EST. (Sept 2011-May 2013)
Hamala, near Hamad Town, Kingdom of Bahrain

Duties and Responsibilities:
· Maintain General Ledger Accounts by reconciling accounts receivables
· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
· Updating stock card for inquiries and monitor the availability of the materials.
· Reconcile accounts by given data such as receipts, various expense statements, sales and then gathering and balancing information
· Responsibility of indorse salary paycheck and reliable in record.
· Maintain filing, invoicing, mailing, both manually & electronically, performed a variety of clerical task
· Ensure smooth work flow, directing incoming calls, initiate client’s application process, maintain applicant, Bus insurance, Bus Registration record date base.
· Provide a deterrent presence; monitored and oversee Buses and employees, garage, drivers
· Bookkeeping
· Payroll processing
PREVIEWS PROFESSIONAL EXPERIENCES:
May-November 2010
A.M Builders Depot
Assistant Project Salesman

Iloilo City, Philippines

· Experience In Selling/ Designee Ceramic and Porcelain, Granite Slabs, Wooden planks, Floor Venile  
· Experience In Selling/Remodeling/ Designee Bathroom Features

· Experience in House Indoor/Outdoor designer  Bathroom, Roofing, Floors, Kitchen, Masters Bedroom 
November 2009 – May 2010

Sales Utility Clerk

The Manduriao Star Inc.

Iloilo City, Philippines

· Under the supervision of the Store Supervisor, responsible for performing over-the-counter selling through knowledgeable, courteous, friendly, and efficient customer service in order to meet set profit plans; monitors and checks delivery of stocks from the stockroom; assists in the inventory of merchandise

· Executes efficient and effective customer service by ensuring correct price tags, properly implementing price revisions, being prepared to answer questions and handle customer complaints, and maintaining the cleanliness of the whole merchandise display area.

June – December 2008

Store Operator (Merchandiser) 
Handyman Do it Best Inc.

Iloilo City, Philippines
· Assist in the preparation of budgets, sales and profit targets
· Monitor performance against plan, taking appropriate action to maximize sales and profit and reduce stockholding whilst increasing stock turn

· Identify new business opportunities to grow sales and profitability

· Deliver cost effective supply solutions and achieve maximum full price sales and planned margin

· Review, propose and implement mark-down activity to reduce terminal stock whilst analyzing action taken on mark-downs to maximize profit

· Drive increase in margin through new sourcing strategies and methods to build profit

· Communicate trading issues and forecasts with proposed actions to senior management and Buyer

December 2007- June 2008
Sales Clerk (Grocery Mall Merchandiser)
Robinson’s Mall

 Iloilo City, Philippines

· Determines call schedule by reviewing priorities with supervisor; discussing special instructions, product promotions, new products, and price changes.

· Maintains customer relationships by visiting with store managers, department managers, and employees; answering their questions; responding to special requests; describing product features.

· Maintains store shelves by observing displays of company products; removing damaged or freshness-dated products; tidying store shelves; providing optimum display of products.

· Maintains inventory by restocking shelves with product from inventory; observing inventory levels; prompting store management to reorder when levels appear low; arranging for return and credit for damaged products.

· Completes call report by observing display and pricing of competitors' products.

· Helps field sales representatives with special promotions by setting-up displays at aisle ends; checking daily on special promotions; observing customer reaction to special promotions; forwarding observations to management; removing promotions at end of special promotion period.

· Provides information by reporting growth, expansion, or closing of supermarkets in assigned territory.

· Maintains quality results by following and enforcing standards.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhances merchandising and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
PERSONAL INFORMATION:
Nationality:

Filipino
Birth date:

May 25, 1985

Religion:

Christian
