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Applying for the Position of:


Administration, Sales and Marketing, Tele-marketing
Career Objective:
To employ my knowledge with intention of securing professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise.
Educational Attainment:

Bachelor of Science in Business Administration Major in Marketing

Don Honorio Ventura Technological State University

Bacolor, Pampanga, Philippines

2010 to 2014
Skills:
· Has a strong sense of commitment, and dedication to work.

· Effective in multitasking and working under pressure to accomplish overall objective

· Has the ability to establish and create good relations with people

· Excellent in Communication skills

· Oriented in Microsoft Offices Application (Word, Excel, PowerPoint)
· Leadership Skill (has knowledge in terms of decision making)

· Business Design, Competitive Analysis

Work experience:

Al Deek Establishment L.L.C
Sharjah United Arab Emirates
Archive Clerk 

      Job Description:

· Compiling important documents for the goods

· Assist in analyzing the incoming item/product.

· Manual Inventory for every items stored in the warehouse.

· Research item to be import in other countries.
Merchandiser


     Job Description:
· Dealing with other people and build relationship with them.
· Assist the customer and promote the item.

· Ensures that the item to be sold is attractive to the eye of the consumer and customer.

· Coordinate to the managers and supervisors about the sales need to be add in the “list of product”.

· Follow up the incoming orders.

· Double check the order based on the list of the product received in the market.

· Checking of items which are fast moving and slow moving in the market.

· Directly reporting to the CEO about the movement of the market.

Superl Philippines Inc.
Angeles Industrial Park Inc.Special Economic Zone
Barangay Calibutbut, Bacolor Pampanga, Philippines
Industrial Engineering Clerk (June 2014 –September 2014)
Job Description:

· Sorting Data’s about the production of the workers.

· Encode the output of the operators/workers.

· Calculating the daily efficiency per output.

· Computing the working hours per output to be included in the weekly and monthly report.

SFS Clerk Team Leader (October 2014– June 30, 2015)


Job Description:
· Coordinate and unite the teammates to build good relationship to one another.

· Informed colleagues on what should have to do in terms of handling conflict in the factory.

· Instruct the designation of work.
· Train incoming employees.

· Manage the done report by the team and submit to headquarter “China”.

· Random checking of the efficiency of each operator.

· Compute the incentives of the worker 
· Assure the quality of the materials used by the workers.

· Coordinate to the managers, supervisors and team leaders in improving the efficiency of the workers.

Municipality of City of San Fernando

B. Mendoza St. City of San Fernando, Pampanga

Administrative Aide (July 01, 2015 to October 1, 2015)


Job Description:

· Filing and documenting reports..

· Research Green Environmental activities in other countries.

· Determine and analyze the implementation of the green environmental crusade

· Weekly reporting to the Councilor for implementing the analyzed research 
Seminars Attended:


How to Put a Business


Paskuhan Village, City of San Fernando, Pampanga


January 27, 2012


Prospective Trend in Marketing


Paskuhan Village, City of San Fernando, Pampanga


December 6, 2012

PERSONAL BACKGROUND:

Date of Birth

:


April 6, 1993


Age


:


23 yrs. Old


Nationality

:


Filipino


Gender


:


Female


Status


:


Single

Rachelle Anne S. Ramos
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