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Profile Summary

I consider myself a responsible, creative, with initiative and punctuality, I accept with pleasure the challenges and goals that your organization could assign me, with good handle of  the interpersonal relationships, ability to work in terms, ability to work under high  pressure, so as to solve problems efficienly and achieve the goals set by the company and my work group. 

Professional Highlights                                                                             
OFFICE CLERK/ASSISTANT

A.D. VILLANUEVA BUILDERS

June 21, 2013 – January 31, 2015

· Maintaining confidentiality of documents and papers of the organization or business.

· Collect, count and disburse money, do basic bookkeeping and complete banking transactions.

· Communicate with customers, employees and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Answers telephones, direct calls and take messages.

· Compile, copy, sort and file records of office activities, business transactions and other activities.

· Sorting checks, keeping payroll records, taking inventory of office equipment and accessing information.

· Maintain and update filing inventory, mailing and database systems, either manually or using a computer.

· Process and prepare documents, such as business or government forms and expense report.

· Directing and supervising tasks handled by other lower-level clerks.

CASHIER

SM PAMPANGA –Retail Shop





NOV. 2012 – APRIL 2013

· Enter transactions in the cash register and provide customers with the total bill and issue receipts, refund, credit and change due to customer.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Greet customers as they arrive at the store and provide them with information about products and/or services

· Resolve customer complaints in a proactive manner and answer customers' questions, and provide information on procedures or policies.

Technical skills highlights

· Computer Literate

· Familiar with calendar and scheduling programs, as well as database, spreadsheet, word processing, e-mail and desktop publishing applications.

· Ability to communicate both orally and in writing.

· Keeping record for payroll, make out checks or take inventory.

· Can work under pressure, highly motivated with a high-level of patience that will guaranteed to enhance company brand name
Key Skills

· Self motivated, initiative, high level of energy.

· Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner. 
· Both independent and team worker, as required.

· Ability to multi-task and prioritize effectively.

· Enjoy sharing knowledge and encouraging development of others to achieve specifix team goals.

Professional Qualification

BS Office Administration

University Of Assumption – SY 2008-2012

Personal Information

Gender: Female

Nationality: Filipino

Marital Status: Single
Date of Birth: 02/03/1991

Visa Status:  Visit Visa 

Languages Known: English and Filipino

