
Objective: 

Ambitious and enthusiastic business professional dedicated to providing outstanding customer service and cost control. Detail-oriented, processes a high volume of purchase orders with a commitment to accuracy. Enthusiastic team player, readily establishes positive relationships with multiple stakeholders. Creative thinker, focused on bottom-line results, contributes to procurement cost-reduction initiatives. Excels in multi-tasking and prioritizing work assignments.
CORE STRENGTHS/SKILLS
· Vendor Management

· Policies and Procedures

· Cost Reduction

· Procurement

· Analytical thinking, planning
· Computer literate (Microsoft Word, Excel & PowerPoint)

· Dedicated, cheerful and energetic team player
· Outstanding verbal and written communication skills
· Reliable and dependable with a positive outlook towards work
· Excellent mathematical and customer service skills
PROFESSIONAL EXPERIENCES
Consumer Link Corporation, Iloilo City, Philippines from January 2013 to July 2015
As PURCHASER Cum ADMINISTRATIVE ASSISTANT
· Responsible to provide administrative / clerical support to the office like answering phone calls and transferring to the appropriate staff members.
· Faxing, scanning, and photocopying of documents.

· Entering data into designated data base and forms.
· Setting up and maintaining files according to the company procedures.
· Responsible for assisting customer inquiries about the company's products.
· Updating the customer on daily basis regarding the status of their orders and deliveries.
· Receiving, reviewing records of item purchased, cost, delivery, product performance, and inventories.
· Monitoring to make sure fax went through and confirm expected ship dates and updating system.
· Resolving errors on purchase orders as required.
· Monitoring price increases and communicating changes as necessary.
· Assisting with stock rotations as needed
· Coordinate with the suppliers for product price compensations and pricing.
· Maintaining purchasing documents, files and records for the purpose of ensuring the availability documentation and compliance with established policies and regulatory guidelines.

Consumer Link Corporation, Iloilo City, Philippines from November 2005 to December 2012
As PROMODISER
· Ensures the achievement of sales target
· Effectively promote products to the customers.
· Assists or advice customer to find product selection they are looking for.
· Keeping up to date with special promotions and putting up displays.
· Safeguard merchandise from external and internal losses (e.g. theft, damage, etc.)
· Assists customers in locating merchandise and answering a variety of questions concerning general merchandise; demonstrates use of merchandise upon request.
· Receives and check accuracy of all products deliveries and reports discrepancies immediately.
· Measure track and monitor all inventories, conduct inventory as scheduled.
· Identify and segregate items for pull-out, damage, dirty and slow moving.
· Maintain orderliness and cleanliness at the selling and stockroom area.
· Responsible in dealing with the customer complaints.
· Prepare and submit accurate reports on time.
· Provide fast, efficient and courteous service at all times to customers.
·  Handling cash register, wrapping merchandise and collecting payments
·  Responsible for maintaining the excellent level of customer service throughout the store.
·  Ensure that Visual Standard are met at all times
EDUCATIONAL ATTAINMENT
TERTIARY
Rizal Technological University

Philippines

Year 2000 – 2004

Bachelor of Secondary Education Major in History
 
PERSONAL DATA
Date of Birth:

January 19, 1984

Age:



31 Years Old

Civil status:


Married

Gender:



Female

Religion:


Roman Catholic

Citizenship:


Filipino



Height:



5’3”

Weight:



110 lbs.

Language spoken:
English, Tagalog & Hiligaynon
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