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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Employment Objective: To meet the company’s expectation in an effective, efficient, and professional way of doing a job and to expand my knowledge and learn new jobs to become more productive.
Summary of Achievements and Qualification

· Graduated of TWO-YEAR OFFICE MANAGEMENT PROCEDURE

 (COMPUTER SECRETARIAL)
· Two (2) years work experience as OFFICE STAFF in CARRYBOY PHILS INC.
· Two (2) years work experience as SALES Cum CASHIER at LANDMARK (CITY SUPER INC. TRINOMA MALL)
· One (2) year work experience as SALES ASSOCIATE at BABY COMPANY
· Two (2) years work experience as CASHIER in EVERGOTESCO SUPERMARKET
· Have a knowledge in Microsoft Office (WORD, EXCEL, POWERPOINT)
· Hardworking, result-oriented and flexible that is willing to learn new tasks, can work under pressure and can work with  minimal supervision

· Good communication skills

Relevant Employment History

January 2012 – July 2014
    CASHIER
  EVERGOTESCO SUPERMARKET

    Quezon City
· Assists customers waiting for check out in a grocery store. 
· Scans items, requests price checks, honors appropriate coupons, collects payment and gives change as appropriate. 
· Responsible for counting contents of cash register drawer at the end of each shift. 
· May bag items or perform other duties as needed.
· Evaluates the condition of the returned merchandise, determine the type of payment use, then goes through the needed procedures to refund the money, offer credit or assist with an exchange.
November 2009 – November 2011   SALES ASSOCIATE          BABY COMPANY 









          Quezon City, Phils.
· Assist Customer. Provide courteous and prompt service
· Inform of the products’ specifications and information
· Explain product features and warranty agreements

· Execute daily stock maintenance: all products are signed, displayed, and clean 
· Maintain sales records for inventory control
· Operate computerized inventory record keeping and re-ordering systems
· Plan and carry out sales activities to meet assigned sales target
· Arrange display of products in showroom for merchandising and promotions
· Attend to customer queries, complaints, suggestions, and requests by providing feedback to Area Manager with recommendations for sales promotion.

· Process sales order and coordinate with cashier for processing of payment

· Maintain the standard display of products, cleanliness and safety in the showroom
September 2007- October 2009    SALES Cum CASHIER    LANDMARK     

                  


                     (CITYSUPER INC) 

          Trinoma  Quezon City, Phils.
· Counts money in cash drawer at beginning and end of work
· May use electronic scanner to record price.

· Operates cash register to itemize and total customer's purchases in grocery, department, or other retail store: Reviews price sheets to note price changes and sale items
· Records prices and departments, subtotals taxable items, and totals purchases on cash register

· Collects cash, check, or charge payment from customer and makes change for cash transactions

· Bag, box, wrap, or gift-wrap merchandise, and prepare packages for shipment.
· Issue receipts, refunds, credits, or change due to customers
· Calculate total payments received during a time period, and reconcile this with total sales.
July 2005- August 2007
 
Office Staff

CARRYBOY PHILS INC.




Under PRIMEPOWER MANPOWER SERVICES








Quezon City Area, Phils.
· answer phones and transfer to the appropriate staff member

· greet public and clients and direct them to the correct staff member

· receive, sort and distribute incoming mail

· monitor incoming emails and answer or forward as required

· prepare outgoing mail for distribution

· fax, scan and copy documents

· maintain office filing and storage systems / monitor and maintain office supplies 
· update and maintain databases such as mailing lists, contact lists and censure office equipment is properly maintained and serviced

· perform work related errands as requested such as going to the post office and bank
· keep office area clean and tidy
EDUCATIONAL BACKGROUND

Elementary: 

J.V Ycasiano Elementary School SY- 1993-1999



San Roque Baliuag, Bulacan
Secondary: 

Mariano Ponce High School SY- 1999-2003, 



Baliuag, Bulacan
College: 

Integrated College of Business and Technology (ICBT)
Two-year OFFICE MANAGEMENT PROCEDURE 

(Computer Secretarial) 

Year Graduated 2005



Baliuag, Bulacan
Training: 

LOPERZ CONSTRUCTION, INC.



953 Gen. A. Santos Highway, San Pedro Bustos, Bulacan



240 hours of office practicum
PERSONAL DATA

Age: 

28



Sex: 


Female

Weight: 
132 lbs.



Civil Status: 

Married
Religion: 
Roman Catholic


Date of Birth: 

November 12, 1986
Languages:
English and Tagalog

Place of Birth: 

Philippines
Visa Status:
Visit Visa


Height: 

5’2
Nationality:
Filipino




I hereby certify that the details/ information I have given are true and correct to the best of my knowledge and belief.
