Jeaneth

Jeaneth.222834@2freemail.com 
Responsible for providing secretarial services to ensure effective and efficient operations.

WORKING EXPERIENCES:

Company:


Bank of Commerce, San Miguel Corporation





Under DBP Services Corporation

Address:


San Miguel Properties Center, Mandaluyong City

Nature of Business:
Banking and Finance

Position:


Human Resource Clerk under HR-Training Department





From April 7 to July 7, 2014
Job Description:
· Handling company survey entitled SPEAQ (Survey Program on Customers Experience and Quality of Service)
· Monitoring survey accomplished by the clients
· Follow up client’s accomplished forms by calls
· Perform clerical functions in Training Department

Company:


Ever Gotesco Group of Companies
Address:


1958 Ever Corporate Building, Cm Recto Manila

Nature of Business:
Retailer and wholesaler of groceries items and other basic needs (Supermarket and Department store)

Position:


Buying Associate under Supermarket Division (Purchasing Dept.)





From Oct. 2013 to Dec. 2013

Job Description:
· Handling non-food items in the supermarket division such as appliances, houseware, décor, linen, ladies and men’s accessories, magazines, toys, slippers, kitchen wares, bags and luggage and other non-traditional items. With more than 28 suppliers and 30 branches nationwide.

· Assists and inform all consignors regarding procedural requirements (ex. deliveries, promodisers, promo bulletin and other concerns related to business)

· Maintains documents (such as vendors proposal, vendors file etc.)

· Preparing documents on excel file with formula based on SAP system.

· Responsible in preparing and analyzing new sku’s, price increase, mark down, support, solicitation and new items.

· Performs general and program specific clerical functions.

Company:


The DIY (Do-It-Yourself) Shop Corp.
Address:


408 Dasmariñas St. Sta Cruz Manila
Nature of business:
Retailer and Wholesaler of Hardware Items





From July 2010 up to March 2013

From July 2010 up to Nov. 2010:
Repair and Pull-out Clerk (Warehouse Dept.)

Job Description:

· Maintains documents for repair items and return items.

· Assists customers complain about the products and services of the company.

· Monitoring repair items after forward to supplier’s service center.

· Making weekly reports of all repair/defective items.

· Follow up feedback of different suppliers for any customers complain. 

· Assists all suppliers with their return items and indicate the problem of items (such as damage in packaging, no accessories, broken, defective, etc.)

· Monitoring everyday deliveries.

From Dec. 2010 to Dec. 2012 :Merchandising Staff/Assist. Purchaser (Merchandising Dept.)

Job Description:

· Handling orders from three buyers in a week, with more than 20 to 30 suppliers and 46 branches nationwide

· Monitoring everyday re-order of all branches.

· Encoding purchase order per branch in 2 systems of the company (Faxpro and Hansa World)

· Interact with suppliers and record all concerns and forward to the assigned buyer.

· Monitoring approve purchase order that will be forward to respective suppliers.

· Assists customers order by branch and any rush order.

· Responsible for monitoring stocks of all branches.

From January 2013 up to March 2013:

Marketing Coordinator
Job Description:

· Handling marketing department.

· Responsible for all the marketing collaterals.

· Making proposal or suggestions for marketing strategies of branches.

· Assign in producing billboards, signage, tarpaulin, seasonal ads and other marketing collaterals.

· Visit all stores for the monitoring of marketing collaterals.

· Prepares seasonal ads on newspapers and fliers.

· Handling and monitoring promos, sale and other activities of stores/branches.

· Gathering information and suggestion for the benefit of improving sales of the company.

Company:


Sikat Araw Trading Corporation





Under All Trade Manpower

Address:


Paso De Blas Malinta Exit Valenzuela City

Nature of business:
Import and Export of Frozen Seafoods

Position:


Secretary/Encoder (Operation Department)

From June 2009 up to April 2010

Job Description:

· Encode everyday deliveries on system provide. With 78 outlets nationwide (SM, shopwise, rustans, Robinsons, hi-top and other hotels and restaurants)

· Preparing delivery receipt of frozen goods.

· Preparing sales invoice of wholesale items.

· Monitoring inventories.

· Monitoring everyday production.

· Provide customer’s information about the products.

· Dispatching everyday deliveries.

ON-THE-JOB TRAINING:

Land Bank of the Philippines - San Jose Occ. Mindoro Branch

Accounting Department

Nov. 10 to Dec. 24, 2008

TRAINING/SEMINARS

· Occidental Mindoro National College Main Campus

Topic: “Importance of On-the-job training, personality development and public relation, job hunting, ethical behavior” October 23, 2008

· Occidental Mindoro National College Main Campus

Topic: “Seminar on Management Problems” February 20, 2009

EDUCATION
College

:
Occidental Mindoro National College
2005-2009





Bachelor of Science in Commerce Major in Management

PERSONAL DATA

Date of Birth

:
November 11, 1988

Age


:
26
Place of Birth

:
San Jose, Occidental Mindoro, Philippines
Civil Status

:
Single

