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THERESA 



     BS Management in Profession

Over 13 years with personal experience working with business owners, managing to control my
abilities and expertise in business related fields.  I have the ability to understand the unique concerns 
of the management and people that work around me.  I assist small businesses to get organized 
with their workplace and assist them in motivating employees for productivity and profitability.


PROFESSIONAL EXPERIENCES:

2013-2016 
BRANCH MANAGER
Nisce Skin ‘N Face ETN Beauty Concepts Inc. (Spa and Skin Care Clinic)
SM City Rosales Pangasinan Philippines


· In charge in paper works [Daily/Weekly/Monthly Sales Reports]

· Monitors the Personnel and Clinical Operations of the Company
· Ensures that Customer Service provided is at its Best
· Assists the Marketing Department in the Marketing Plans of the company
· Assists the Management in the implementation of Company Polices and 

Procedures

2008-2013
RECEPTIONIST/INVENTORY CLERK/ACM


Nisce Skin ‘N Face ETN Beauty Concepts Inc. (Spa and Skin Care Clinic)


Robinsons Otis Paco Manila Philippines

· Encoder - Makes Daily/Weekly/ and Monthly Reports
· Receive and Assists Clients at the reception area and endorse to Aestheticians
· Introduce to clients the Products and Services being offered by the company

· Acts as the Cashier for the cash and card payments of paying clients

· Monitors the flow of Products and Service Kits used daily

· Incharge in Purchase Orders and Pull Outs of Products and Product Displays
2007-2008
SALES REPRESENTATIVE



Manulife Philippines Inc.

· Customer Service Provider
· Planner and Financial Advisor/Custodian of possible clients

· Field Marketer
2003-2007
SALES CLERK/PROMODISER



Superb Merchandising Services Inc.

· Customer Service Provider – Direct interaction with Customers
· Help clients to understand and have knowledge about the products offered 

by the company
· Inventory Monitoring - First In First Out 
· Assures that the ending inventory is always accurate

· Conducts purchase orders at the warehouse and receives deliveries
2002-2003
FILING CLERK


Social Security System Baguio City Philippines

· Filling of documents and Encoding of Clients’ Data
· Messenger 
SEMINARS AND TRAININGS ATTENDED:

· Practicum in Management – On the Job Training
· Training at Social Security System [SSS] Baguio City
· Regional Marketing Conference [Baguio City] – Attaining a Profitable and
Sustainable Market Share for a Brand

· 12th Annual National Conference [Baguio City} – The 21st Century Challenge
To the Management Profession [utilization of E-Commerce]

· Passed the Sub-Professional Career Examination Program of Civil Service
Commission Baguio City

· NSF Products and Service Orientation and Training – San Fernando La Union

· Customer Service Strategy Training – Banawe Quezon City
· Sales Booster Training – workshop at Greenhills Mandaluyong City
· Personality Training and Development
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CONTACT INFORMATION:





PERSONAL INFORMATION:


Age: 35


Date of Birth: Sept. 20, 1980


Nationality: Filipino


Gender: Female


Civil Status: Married


Religion: Full Gospel Christian


Language: English, Filipino,


	Ilocano


SKILLS:


Computer Literate


Clerical Works


Customer Service


Human Resource Knowledge


Management Skills


Financial Background


Spa and Skin Care Knowledge


Knowledge on Skin Care Products


Interest in Musical Instruments


Event Planner and Party Set Up


EDUCATIONAL BACKGROUD:


Saint Louis University


Baguio City 2600


Philippines


Bachelor of Science 


Major in Management


1998-2002


Urdaneta National


High School


Pangasinan 2428


Philippines


Secondary Education


1994-1998


Bolaoen Elementary


School Urdaneta


Pangasinan 2428


Philippines


Elementary Education


1988-1994
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