ALIZZA 

OBJECTIVE:
To obtain a position in a prestigious company which will utilize acquired knowledge and collective experience.

Sales Assistant cum Cashier (Oct. 10, 2013 to Oct. 10, 2015)
Dubai, UAE
Duties and responsibilities:
· Greeting the customers or guests.
· Assisting shoppers to find the goods and products they are looking for.

· Giving Advice and guidance on product selection to customers.
· Receive payment by cash, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Resolve customer complaints
· Answer customers' questions, and provide information on procedures or policies.
· Compute and record totals of transactions.
· Offer customers carry-out service at the completion of transactions.
Cash desk Clerk (Aug. 7, 2008 to April 21, 2010 )
Carrefour City Center- Majid Al Futtaim Group of Company, LLC
Ajman, UAE
Duties and responsibilities:
· Greeting the guest
· Positive Attitude
· Keeping customers involved
· Announcing the customer
· Counting the change in front of the customer
· Thanking Customer
Receptionist cum Time Keeper (Jan. 2002-2004)
A. Payagan Construction (Sub-Contractor)


Amigo Steel Industries Inc.,





Talipapa, Novaliches, Quezon CityPhilippines
Duties and responsibilities:
· Greeted, assisted and directed guests, workers, visitors and the general public.
· Answered all incoming calls and handled caller’s inquiries.
· Provided office support services so as to make sure efficiency.
· Responded to guests and public inquiries.
· Received, directed and passed on telephone fax messages
· Maintained a sufficient record of office supplies.
· Provided word-processing and clerical support.
· Picked up and delivered the mail.
· Maintained the common filing system and file all letters.
· Coordinated the maintenance of office supplies.
· Provided administrative services for the Office Manager.
Encoder/Bar Coder (Oct. 27, 2005-Jan. 31, 2006)
Sta. Rosa Shoppers Mart




#20 General Tinio, Morning Breeze Subd. Cal. City Philippines
Duties and responsibilities:
· Encodes personal information of customer such as name of company, addresses, contacts, products, etc.
· Encodes different items or products in accurate code instructed by the supervisor.
· Prints barcode of particular items after encoding.
· Review item codes and bar codes accurately.
Administration/Library In-charge (June-Aug. 2005)
Practicum Trainee (300 hrs.)




Monumento, Caloocan City Philippines
Duties and responsibilities:
· Filing and encoding of studentsrecord.
· Assist students in searching books.
· Book shelving.
Office Staff (Par time) (Feb. 2007)
R.J.S Industrial Corporation




Ugong, Valenzuela City Philippines





Duties and responsibilities:
· Filing company documents, encoding, as well as typing letters such as proposal instructed by supervisor.
· Responsible for incoming and outgoing phone calls.
· Faxing, etc. 

Tertiary

:

Ama Computer Learning Center-Caloocan
Course

:

Computer sytem Design and Programming




Monumento, Caloocan City Philippines
2003 - 2005
St. Francis Devine College
Midwifery
Zabarte, Quezon City Philippines
2000 - 2002
Secondary
:

St. Catherine School



Mapulang Lupa, Valenzuela City Philippines
1996 -2000
Primary

:

Bagbaguin Elementary School                

Bagbaguin, Caloocan City Pilippines
1990 -1996

Guest Service Program
· MAF Hypermarket-Carrefour, Ajman
Date: June 24, 2009
Mobile Robotics Using Micro mouse
· AmaComputer Learning Center-Caloocan Branch 
Speaker: Engr. Glenn G. Rocili
Date: Aug. 9 & 10, 2004
Dreamweaver
AmaComputer Learning Center-Caloocan Branch 
Speaker: Mr. Angelito T. Manalac
Date: Nov. 5, 2004


Adobe Photoshop
AmaComputer Learning Center-Caloocan Branch 
Speaker: Mr. Bennete Mermal
Date: March 15, 2005

Age


:
33 yrs old
Birth Date

:
January 20, 1983
Birth Place

:
Valenzuela Metro Manila,
Height


:         
5’2ft
Weight


:
130 lbs.
Civil Status

:
Single
Nationality

:
 Filipino
Religion


:
Christian
Character Reference
: 
Available upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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