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OBJECTIVES:


To pursue a successful, challenging, and exciting career that will benefit the organization and in turn satisfy self-enhancement, enrichment of skills, as well as discover new avenues of learning.



PERSONAL PROFILE
· Hard working

· Trust-worthy
· Flexible
· Dedicated and focused.
· Fast Learner
· Multi-tasking.

QUALIFICATIONS:

· Ability to deal with different nationalities 
· Knowledge in cashiering work and control of cash

· Expert in data encoding

· Basic knowledge of computer programming and database management system

· Advance knowledge of MS Office

· Delivers on time even under extreme pressure with less or no supervision
JOB EXPERIENCES:
FARM FRESH LLC

Al Quoz Industrial Area # 3 Dubai, UAE
Merchandizer

INTERCAT HOSPITALITY (LLC)

Karama Dubai, United Arab Emirates
November 29, 2012 – December 04, 2014 
Customer Service Representative
Prestigious Locations served
· Burj Khalifa Down Town (EMAAR)

· Rose Rayhaan by Rotana

· Burjuman Arjaan by Rotana

· Al Ghurair Arjaan by Rotana

Duties and Responsibilities
· Take orders from customers immediately when they arrived in the location
· Serve food and/or beverages to customers on time and make sure that no complain will be encountered
· Prepare and serve specialty dishes at tables as required. 
BENCH/ PACIFIC MALL 
December 14, 2010 – August 24, 2012

Sales Assistant cum Merchandiser
Duties and Responsibilities

· Serving costumers at the sales counter

· Offering advice face to face advice to costumer on the stores products

· Processing returns and refunds as required in line with company procedures.
· Maintaining inventory by restocking shelves with product from inventory.
· Using the stock management system to log, check, locate and move stock both in and out of the store and report the movement to the supervisor.
· Ensuring that all areas are clean and adhere to the company’s clear floor policy and Health and Safety requirements

· Making sure that any item which is removed from a display column is replaced immediately after a sale.

Managing cash and payment systems in accordance with company procedures and policies.

JMK@NETZONE INTERNET CAFÉ

December 16, 2005 – October 06, 2010
Cashier / Counter Staff
Duties and Responsibilities
· Ensure that all computers, printers and fax are working properly every day.

· Accept customers and properly designate available computers.
· Attend to customers queries about emails, MS office software use,

· Prepare summary report of collection at the end of the day and ensure that all cash are complete.

· Purchase supplies needed for printing such as bond paper, inks and toners.
PNCC SKYWAY CORPORATION

August 2001 – December 2003
Toll Teller
Duties and Responsibilities
· Accepts checks for encashment; verifies endorsements and acceptability; makes change.

· Ensures that there is no shortage of cash at all times.
· Counts cash drawer upon opening to verify amount; ensures enough cash is kept in drawer for daily needs by ordering from vault.

SAN ANTON NATIONAL HIGH SCHOOL

June 2000 – March 2001
Computer Instructor
Duties and Responsibilities
· Organize, maintain and manage class systems in proper working condition. 
· Teach students and learners to use computers and make a simple computer program.
· Design and develop appropriate computer instructional material. 
PHILIPPINE LONG DISTANCE TELEPHONE COMPANY

June 21, 1999 – August 1999
On The Job Training

Commercial Rules and Policies
EDUCATIONAL BACKGROUND
TERTIARY 

Allen Institute of Technology




Computer Science in Programming




SY (1998-2000)

SECONDARY

Juan R. Liwag Memorial High School



SY (1993-1997)

PRIMARY

Gapan East Central School



SY (1987-1993)

SPECIAL SKILLS

Civil Service Eligibility

Certificate of Eligibility for Data Encoder

MS Word, MS Power Point, MS Excel, HTML

Typing Skills (40-45wpm)

PERSONAL INFORMATION:
Date of Birth

:
January 14, 1980

Civil Status

:
Single

Citizenship

:
Filipino

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