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OBJECTIVE


To obtain a challenging position within a supportive environment that will allow full use of my professional experiences and communicating skills to further benefit the organization’s productivity, increase opportunities, development of my potentials and abilities for personal growth.








PROFESSIONAL EXPERIENCE





Marketing Staff cum Secretary 	   Dec 2014 - Mar 2015


JAC Motors Inc., Quezon Avenue, Philippines (OJT)





Duties and Responsibilities:





Perform telemarketing, saturation and e-mail blasting.


Be updated about competitor’s new product.


Support customers and prospect customers with proper information that will guide them to choose the right product that will suit their needs.


Perform administrative duties / clerical activities using office equipment.


Provide secretarial assistance to the members of staff.


Performs other duties that may be assigned by superiors from time to time.





Sales Clerk			              July 2010 – June 2011


SM San Lazaro 


			    	    


Duties and Responsibilities:





Assist and give information about the products to the customers.


Replenish, clean and display products according to standards of the company.


Sell items to customers and prospect customers.


Clean and prepare the workplace to be more visually appealing to customers and prospect customers. 


Give customer satisfaction.

















KEY SKILLS





PERSONAL STRENGHTS / ABILITY





Team player


Honest and flexible 


Self-motivated and hardworking


Can achieve goals even under pressure


Can manage time, set priorities and output oriented


Excellent multi-cultural relations


Excellent Customer Relations and Service Skills


Ability to operate all equipment necessary to perform the job.


Able to handle pressure without letting it detract from the quality of works.





TECHNICAL SKILLS





Packages:


Microsoft (Word, Excel, PowerPoint)





Internet Concept


(IE, Google Chrome, Mozilla)





PERSONAL DETAILS





Date of Birth:	     	April 25, 1988


Civil Status:	     	Single


Nationality:	    	Filipino


Height:			165 cm


Weight:		108 lbs.























EDUCATIONAL BACKGROUND





Bachelor of Science in Business Administration


Major in Marketing Management 


(Dean’s Lister: Third Year and Fourth Year)


Polytechnic University of the Philippines – Quezon City, Philippines


2011 - 2015





ADDITIONAL STUDIES,


CONVENTION AND TRAINING





Entrepreneurship: Global Vision & Different Dimensions


Polytechnic University of the Philippines, Quezon City, Philippines


February 2014





Satisfaction on Service Delivery


Jollibee Villongco As Perceived by the Customers





Influence of Elements on Visual Merchandising of Selected Clothing Apparel Boutiques 


SM City North Edsa





CAUSE MARKETING: A Corporate Social Responsibility Approach


Manila, Philippines





Marketing Combat: Preparing a Game Plan for Success


Polytechnic University of the Philippines, Quezon City, Philippines


March 2011














Service and Kitchen Crew	                Oct 2006 - Dec 2009


(Cashier, Senior Cashier and Pantry)


Jollibee Foods Corporation, Quezon City, Philippines	





Duties and Responsibilities:


Do the standard procedure before the store opening and after the store closing. This includes replenishment of needed utensils and condiments, sanitation as well as other materials needed and the cleanliness and sanitation of the station.


Do the standard steps and to be always polite in serving the customers.


Give customer satisfaction.


Properly manage the fund given by store every day


Always clean the workplace and replenish the stocks.


Make sure that every day there is available change for every cashier.


Replenish every cashier at their counter for every hour or if needed.


Cut- off every cashier after their duty in the counter.


Do the deposits of sales for the banker who goes at the store every day.


Manage the fund properly and safely.


Assemble every pantry products according to standards.


Replenish ingredients before and after duty or during if needed.


To be flexible and fast at all times.














