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OBJECTIVE:
A highly motivated, enthusiastic and adaptable team player with exceptional interpersonal, communication and leadership skills who shows excellent initiative and thrives on challenge
PROFESSIONAL EXPERIENCE:


Shop Manager


TchiboProzente

June 2011 – June 15, 2015

IBN Battuta
· Effectively manage all daily operation of the outlet
· Ensure that inside and outside areas of the outlet area kept clean, tidy and organized

· Report to maintenance coordinator at the Head Office any maintenance or repairs required in the outlet

· Ensure that deliveries area received complete and prepared for display promptly and efficiently. Controlling the store inventory and ensuring the maintenance or repairs required in the outlet

· Coordinate with Merchandisers for repetitive/overstock items & their display
· Ensure that customer customers are satisfied and served with utmost respect. Handle customer’s complaints effectively

· Process merchandise returns and exchanges as per the policies of the company

· Control ordering / purchasing shop supplies. Include receipts in the Sales Report prepared for Accounts

· Deposits cash sales as required to the bank and prepare reports for the same. For any discrepancies, to immediately report/inform Accounts Department of the same

· Report & coordinate with the Operation Manager any issues encountered and suggest solutions. Ensure that all issues, if not completely sorted out, to be minimized in order not to affect the operation of the outlet

· Motivate subordinates to perform their jobs well and maintain a pleasant working environment for everyone
· Schedule staff for vacation ( according to eligibility ) to ensure that the operation in the outlet is not affected

· Conduct periodic performance evaluation to subordinates. Report staff with exemplary 
Search Marketing Assistant 
Advertising & Marketing & Promotion / PR
June 5, 2006 – Jun 15, 2008
Syndeo Media
Makati City Philippines 
· Companies and web marketing firm to develop social media strategies. Develop web marketing firm complete process for offering their client for social media service. Built working relationship with noted P.R firm and ad agencies.
· Providing initial SEO analysis for client’s website

· Preparing monthly reports for the site ranking and traffic progress

· Doing on – page and off – page website optimization
· Did keywords analysis and collaborated with team members to develop plan, including schedules of targeted traffic of the sites

Office Clerk / Office Secretary
February 9, 2004 – March 15, 2006
Richwell Trading Inc.
Sales / Business / Trade / Retail / Merchandise
Quezon City Philippines
· Preparing computerized correspondence, bills , checks, statements, receipts and other relevant documents
· Arrange meetings and all travel department activities and schedules of work as part of effective office management and coordinate various department activities and schedules

· Maintain office copy of outgoing and incoming mails for record

· Administer and distribute internal communications and mails effectively to appropriate personnel

· Perform unloading, counting, weighing or sorting of all incoming articles to cross check with invoice or requisition list
QUALIFICATIONS AND EDUCATION:
Education Level:

Bachelor / College Degree  


Education Field:

Education/Teaching/Training
Course:


Bachelor of Science Elementary Education

School University:

National Teacher College


Location:


Quiapo Manila



Date: 



October 2000 – October 2004

The highlights of my achievements that may be of interest to you include:

· Proficient in MS World , Excel , PowerPoint and other Microsoft environment

· Proficient in dealing with people of different personalities, skilled in public relation
· Can understand and follow specific instructions and procedure

· Can communicate effectively in both oral and writing

· Efficiently worked in different parts of the world and highly flexible to work under any work environment and culture
· Capability and strong analytical mind, able to work individually or closely in team to accomplish assigned goals

PERSONAL DETAILS:

Birth Date
: May 12, 1983
Age

: 32Years of age

Sex

: Female
Civil Status
: Married
Nationality
: Filipino

Height

: 5”3
Weight

: 56 kg.

Religion
: Christianity – Catholic
References available upon request

I attest under my full knowledge and responsibilities that the above information is true and correct.
