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NATIONALITY:
FILIPINO

PROFILE:    
 I am dedicated, loyal person who works hard.  I am a fast learner and always up for a challenge. Objective is to obtain a position that would best fit my qualification and develop my further talents and skills for continuous career improvement.
WORK HISTORY:
April 2015 up to present:
SONA BAZAR LLC
 
                                           Marketing Assistant

·  Doing phone calls with the client by taking their appointment.

· Proposing and supplying more on universities, hotels and offices with our product.

· Dealing with some supplier and manufacturer to get some best price of the product thru retail or wholesale.
· Preparing quotation and more on office works.

Oct. 2011 to April 2014:
JOANNA’S FASHION COLLECTION
Sales Associate and Customer Service Assistant
· Greet customers with a smile and sincere upon entering the stores with an energy attitude.
· Maintaining stores, organized and clean.
· Provides customers with current relevant information about the product.
· Giving efficient services in the customers like gift wrap and gift cards.

· Sincerely says thank you to all customers for shopping as they exit the store, and invites them back.
· Participates all merchandizing activity and in all inventories.
Sept.2008 to Aug.2011:   TRILITE INTERNATIONAL LLC

      Sales Promoter
    Communicate to customers on store’s beauty and perfume promotions.
· Ascertain customer’s beauty needs and make appropriate suggestions and demonstration.
· Ascertain customer’s type of scents of variety of perfume and suggest them the difference of it.

· Maintain personal beauty and grooming standards and upkeep customer satisfaction.

· Ensure existing stocks are displayed in the front row to new stocks regularly.

· Respond to customer needs and requirements.
Sept. 2006 to July 2008:
EMIRATES GENERAL PETROLEUM COMPANY





Assistant Retail Facilities Supervisor
· Maintaining accurate records regarding the sales of services and goods    conducted at the shop and ensure that the prepared data is free of any errors.
· Dealing with the suppliers and same time update all the invoice records in the system.

· Cashiering. Receive cash after purchase from customers. Money can also be obtained through cash, credit cards, automatic debits, coupon or vouchers and even non-payment method.

· Doing reconciliation. Calculating the total amount of money transacted for the day.
· Merchandizing. Make sure all new promotion items displayed in attractive way.
Jan.2004 to April 2006:
CARINA PADUA’S ACCOUNTING FIRM





Accounting Assistant / Secretary
· Handling accounting transaction such as debit and credit with free of errors. Updating and maintaining written records and records on the computer.

· Processing sales invoice, receipts and returns.

· Maintaining supporting documentation as ready reference of any recorded transaction.

· Preparing and processing payrolls
Jan.2002 to Feb.2004:       CITIMART GROUP OF COMPANIES




        Counter Checker


· Paper works: balancing everyday cash fund of the store. ( banking )
· Cashier, merchandiser and gradually promoted as a counter checker.
· Giving excellent and speedy customer service.

· Supervising the counter, assuring that all cash register machines are working well and monitoring the entire cashier’s need.

· Attending customer’s needs and complain.
EDUCATIONAL ATTAINMENT:
Graduated with four (4) years degree course of Bachelor of Science in Accountancy       and titled as Provincial School board of Scholar.

SPECIAL SKILLS:

· Computer literate

· Hardworking

· Trustworthy

· Friendly  and enjoy to work and meet  new people

