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 To be able to apply my knowledge and skills, deliver the highest quality of work and support the goals and contribute to the success of the company. 
QUALIFICATIONS


· Proficient in MS Word & Excel & other web applications

· Can lead a team consisting of at least 20 individuals

· Fast learner and a team player

· Computer & internet literate

· Can handle front liner position

· Excellent customer service skill

· Good in report making
CAREER AND EXPERIENCES

· METRO GAISANO LEGAZPI

OCTOBER 2001 – JANUARY 2014

· DEPARTMENT SUPERVISOR (JUNE 2008 – JANUARY 2014)
· Monitors completeness of merchandise and follow up orders.
· Monitor and maintain records of the incoming arrivals and deliveries.
· Ensures the accuracy of inventory on all items and actual count against record on data base.
· Conducts round within the department to check if standard visual merchandising is applied, all items are with display and full packed, area is clean & the ambiance is good to attract more customers

· Responsible for achieving daily, weekly, monthly & annual quota

· Conducts and facilitate departments’ orientations.
· Evaluates and monitor proper posting and  personnel performance

· Makes report needed by the store 

· CUSTOMER SERVICE RECEPTIONIST ( JUNE 2004 – JAN. 2008)
· Answers incoming telephone calls, determines purpose of calls, and forward call to appropriate personnel department.

· Takes and deliver messages and transfers calls to voice mail when appropriate personnel are unavailable

· Updates appointment calendars

· Receives, sorts and routes mail, maintain and routes publications

· Maintain fax machines, assists users, sends faxes and retrieves.

· Prepares travel vouchers.

· Orders, receives and maintains office supplies

· Performs other clerical duties such as filing, photocopying and collating

· DEPARTMENT TEAMLEADER ( OCTOBER 2001 – JUNE 2004)
· Assists the department supervisor in concerns related to merchandise & manpower 

· Leads the team in the absence of the department supervisor

· Making departments lay-out, prepare annual stocks, counting and inventory reports.

· Answers all the queries of the customers.

· Introduce and promote the new & upcoming products

· Describe and provide information about the specification of the products

· Monitor and verify that all products are regularly updated

· Checking the merchandise if properly tagged before displaying

· Checking the quantities of the product on display if properly displayed and organized

· Prepare the daily, weekly and monthly sales report

· Keeping the product tidy and properly arrange.

· Achieving provided daily, weekly or monthly quota
· FOOTSTEP 

      MARCH – JULY 2001
· SALES ASSOCIATE 
· Assists customers on all the queries

· Describe and provide information about the specification of the products

· Monitor and verify that all products are regularly updated

· Checking the merchandise if properly tagged before displaying
· Refill stocks

· Ensure cleanliness of the selling floor

· Inventory of stocks

· Prepare the daily, weekly and monthly sales report

· Keeping the product tidy and properly arrange.

· Achieving provided daily, weekly or monthly quota

· GRACELAND FOOD INDUSTRY

      MAY – OCTOBER 1998
· CASHIER

· Responsible for successful point-of-sale transactions

· Greet customers entering the establishment

· Receive payment by cash and credit cards

· Verify and check the proper prices of products

· Calculate total payments received during a time period and reconcile this with total sale

· Compute and record total of transactions daily

· Receive customers call for home deliveries

· Performs as a service crew as the need arises

· Helps clean the dining/kitchen area after store closing
EDUCATIONAL ATTAINMENT
TERTIARY

  : BACHELOR OF BUSINESS ADMINISTRATION

                   

    JUNIOR SECRETARIAL COURSE
                  
  
    Aquinas University of Legazpi
 


      
   
    Rawis, Legazpi City, Philippines


        
 
    1997 - 1999

SECONDARY
 :  Pag – Asa National High School


   
    Pag- Asa Rawis, Legazpi City, Philippines

                       
   1993 - 1997

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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