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OBJECTIVE
To be able to serve a job and serve others in a way that would strengthen my capabilities improved my skills and develop my talents in order to grow as individual professionally and excel in the fields that I am best qualified.
WORK EXPERIENCE
Company:

Direct Shipping Global Cargo System



Jebel-Ali Freezone, Dubai UAE
Inclusive Date:

June 10, 2012 – Present 
Position:
               RECEPTIONIST
· Receive callers in persons or on the telephone
· Provide general information on departmental and co-policies
· Procedures as required; refer personnel, call to appropriate
· Managing the reception area, greeting visitors.
· Responsible for all the incoming and outgoing files and important docs.

· In charge daily attendance for the staff.
· Having experience: Warehouse in-charge cum Date Encoder;
· Received trucks and unload merchandise
· Record amounts of materials  or items received
· Sort & Segregate materials according to size, Type, style, color or product code
· Maintain record for damage, short and over-shipment.
· Ensure proper documentation (receiving, shipping and warehouse transfer)
· Fulfill client orders.
· Scan items to verify correct barcode.
· Place merchandise on shelves or box and package for shipment.
· Follow all safety codes
· Ensure delivery notes and receipts.
· Maintain records of all activities and processes pertaining to storehouse.
· Receive, sort and distribute incoming and outgoing correspondence.
Company:

JEN Incorporated



Manila, Philippines
Inclusive Date:

May 2008 – January 2010
Position:

 Sales Representative cum Cashier – I
· Operate cash registers to compute and records daily sales.
· Handle cash and credit payments.
· Make change and give receipts, accounts for all payments.
· Inspect sales items and match sales slips with the prices on the merchandise and credit authorization on charges.
· Responsible in updating sales journal, customer by the hour and bulk sales (stock stability).
· Perform other related clerical duties.               
        
Company:

Bustillo General Trading Incorporated
Jaro Leyte, Philippines
Inclusive Date:

June 2003 – Apr 2008 
Position:

Sales Clerk –II
· Keeping record of the entire inventory sold in the store.
· Organizing and planning proper display and stacking of the goods and supplies of the store.
· Assisting customers with purchases and giving them detailed product demonstration.
· Ensuring the proper handling of goods and reporting loss and damages to the concerned authorities.
· Assisting in billing, procuring payment and other check out functions of the store.
· Promptly completing all tasks assigned by the superiors.
· Placing orders for replenishment of stock, and filling order forms.
· Making sales reports and analysis for evaluation
EDUCATIONAL ATTAINMENT
COLLEGE: 
Bachelor of Science in Criminology
Leyte Colleges (LC)
Tacloban City, Leyte, Philippines
June 2002 – April 2006
SEMINARS ATTENDED
Business Operation Strategy 
Tacloban City, Philippines
May 2008
General Business Management Training Program
Manila, Philippines 
November 2012

PERSONAL DATA
Date of Birth: 
20 Jan 1985




Place of Birth:    Jaro, Leyte, Philippines


Visa Status:
Employment 
Sex:

Female




Civil Status:
Single
