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Career Objective

To obtain a responsible and challenging position that will utilize my work experience and education, further expand my knowledge and ability, and offer greater opportunities for my professional growth.

Working Experience

Littelfuse Philippines Inc.

LIMA Technology Center,SEZ(Malvar Lipa,City)
Office Staff (January 2011 – February 2015)
Duties and Responsibilities 

· Prepare the materials that needed in the line

· Inventory and order materials and supplies

· Process and prepare documents such as the output monitoring of the line, downtime, and material requisition issuance to the warehouse

· Check and received the materials in actual versus in material requisition issuance

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

· Compile, copy, sort and file records of company activities

Meridien Business Leader Inc.

SM Department Store(Ayala Lipa City)

Cashier (February 2010 – December 2010)
Duties and Responsibilities 
· Enters purchases into cash register to calculate total purchase price
· Accepts cash, gift checks, and bankcards for payment; completes gift check and bankcards according to established procedure
· Counts money, gives change and issues receipt 
· Maintains sufficient amounts of change in cash drawer
· Assist customers in locating specific items
· Do cross selling SM Advantage cards and promoting other promos 
· Trains new cashiers
· Keeps register area neat and with emergency kit
· Balances cash drawer and receipts; documents discrepancies 
Human Boutique

SM Lipa  (Ayala Lipa City)

Sales Assistant cum Cashier (July 2009 - December 2009)
Duties and Responsibilities 
· Greeting and assisting the customer to find the goods and products they are looking for.

· Answering queries and dealing customer complaints. 

· Balancing cash registers with receipts and processing cash and card payments

· Provide a friendly and helpful service to customer.

· Keeping up to date with special promotions and putting up displays.

La Corona Hotel
J. P Laurel Highway Lipa City
F&B Service Assistant (January 2009 – June 2009)
Duties and Responsibilities 
· Serves guests their food and beverage promptly and courteously 

· Sets tables as needed prior to guest arrival 

· Ensures that the working area and station are kept clean and tidy at all times  

· Maintains a thorough working knowledge of food and beverage menus, to be able to advise guests on selection and promote additional sales accordingly

Educational Attainment

Tertiary

Bachelor of Industrial Technology
2004-2008
Major Computer Engineering Technology

Batangas State University (Namunga Rosario, Batangas)
Secondary 
Saint Joseph Institute
2000-2004
Brgy. E Rosario, Batangas

Elementary 
Timbugan Elementary School
1994-2000
Timbugan Rosario, Batangas

On the Job Training
Panasonic AVC Networks 

Singapore PTE LTD 202, Bedok South Avenue 1

Singapore 469332 (July 14 - November 14, 2008)
Toyota Batangas City Incorporation

Brgy.Balagtas Diversion Road 

Batangas City (June 22 – October 20, 2006)
Skills and Competencies

· Proficient in MS Word, MS Excel, MS Power Point, and Internet

· Ability to work effectively as part of a team
· Exceptionally efficient and organized.
Training

· Basic Korean Language at (KLC) Korean Language Culture Training Center Inc. 70hrs.

Seminars Attended

· September 12-13, 2007 Philippine Youth Congress in Information Technology, SM North EdsaTheater,Quezon City

· February 8, 2007 Programmable Logic Controller, Mechatronics Laboratory, AlangilanBatangas, City

· September 14, 2006 Philippine Youth Congress in Information Technology, University of the Philippine Theater, Diliman Quezon, City 

Personal Information

Date of Birth
:
November 2,1987

Place of Birth
:
Timbugan Rosario, Batangas
Age

: 
27

Sex

: 
Female

Civil Status
: 
Single

Religion
: 
Roman Catholic

Citizenship
: 
Filipino

Height

: 
5’3”

Weight

: 
118 lbs

Visa Status        :           Visit Visa

