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	PERSONAL SKILLS

Accomplished business analyst skilled in achieving operational efficiency and increasing business profitability in retail industry such as providing data analysis and employs root causes analysis and identify issues. A reliable, trustworthy and conscientious who is able to multi-task, handle pressure, work as part of a team and most importantly inspire customers to make a purchase. With infectious enthusiasm and an inspirational style. An extensive experience of the retail industry to develop superb organisational, problem solving and sales analysis skills. Explore new territories and push existing limits in the search for sales. 

Education
Master of Science in Mathematics
Manuel L. Quezon University

Manila, Philippines
Bachelor of Science in Mathematics

Mindanao State University-Iligan Institute of Technology
Iligan City, Philippines

Experience
Administrative Supervisor  (April 2010 – April 2015)
Watsons Personal Care Store Inc- Head office Based

MOA Complex, Manila Philippines
Job Description

· Business Intelligence Support

· Generating data from Arc Merchandise Analytics
· Providing accurate sales data and analysis report of all stores to operation teams.
· Provide sales analysis reports trading departments to determine the sales flow of each category
· Monitor weekly sales analysis on new and refit stores.

· Create templates to ensure accurate development of reporting solutions
· Generating monthly reports to all Promo Schemes implemented.
· Designing and building reports and analysis using Excel.
· Provide Sales Forecasting and budgeting per stores to operations and per category to trading departments

· Checking new merchandise and creating new sku’s in MMS (Merchandising Management System)
· Store immersions wherein handling cashiering  in order to familiarize store operations.

· Receive payments from the customers and issue receipts.
· Assist the customer needs and queries.

· Process merchandise returns and exchanges.
· Calculate total payments received during end of the day, and reconcile this with total sales
· Train and evaluate cashier trainees

· Cascading new implemented promos to ensure awareness of the store personnel  

Administrative  Assistant
(August  2008 – October  2009)

Malayan Insurance Company, Inc

Cebu City, Philippines
Job Description

· Responds promptly to policy holders inquiries and communicate policy holders requests to management.
· Prepare check requisition for issuance of checks 

· Write business letters , reports and office memos using word processing programs

· Operate range of office machines such as photocopier, computer and faxes.
· Communicate to head office for any malfunctions of office supplies

· Manage and monitor outgoing and incoming calls transactions 
· Sort and distribute incoming mails to areas and staff within the organization and dispatch outgoing mails
Insurance Policy Processing Assistant  (March 2007 –August 2008)

Great Pacific Life Assurance Corp
Cebu City, Philippines

Job Description
· Reviewing insurance applications to ensure all questions have been answered.
· Compiling data on insurance policy changes
· Process policy holders loan
· Compiling data on lapsed insurance policies to determine reinstatement according to company rules and regulations

· Directly communicate the agents for their policy holders concerns
· Process and collect new insurance policies and claims.
Secretary   (Sept 2004 – Mar 2007)

Manulife Philippines
Cagayan de Oro City, Philippines

Job Description

· Focus on product presentations to new prospects.
· Collect payments to policy holders.
· Provide good and satisfactory services to the clients.
· Communicates customer requests to management.
· Handle correspondence , documents and reports

· Type, print and make copies of important documents

· Maintain office supplies availability
· Maintain schedules and calendars

· Assist the managements in all business related activities

· Organize and maintain file records and databases.

· Collect and organize clients queries and concerns and information’s
and provide reports
Teacher Assistant   (  Mar 2003-August 2004)

Mindanao State University-Iligan Institute of Technology

Iligan City, Philippines

Job Description

· Assisting in managing the classroom with learning experience that promotes the students cognitive development on different teaching techniques in mathematics
· Deliver individualized instruction in all areas of the curriculum

Computer Skills

· Microsoft Word

· PowerPoint

· Excel

· Arc Merchandise Analytics
· MMS ( Merchandise Management System)

Personal Details

Status: Single




