LUZ ANGELOU 
Bachelor Of Science In Business Administration

Major  in  MANAGEMENT

M.S. Enverga University Foundation Candelaria, Inc

My qualifications and skills are:

· Sales Secretary and Payroll Assistant

· Administrative officer, HR Personnel Assistant in branch office

· Knowledge in SAP system used for Sales transactions.

· Experience in Encoding Invoices and doing templates summary.

· Familiar in Bank transactions.
· Knowledge in Basic Accounting and bookkeeping.
· Good operation experience in handling clients concern in their bank accounts.
· Ability to develop a team, leading them towards a common goal.

· Strong character, highly motivated, self starter, sales oriented, professional appearance, ambitious, focused and strong leadership ability.

· Good in Communication and Computer skills.

· Come up with new ideas for better and simplified customer service.

· Hard worker and can manage to work under pressure.
·  Well mannered, aggressive and eager to learn.
· Extremely responsible, dedicated, honest and sincere.
WORK EXPERIENCES & RESPOSIBILITIES
Company:

PRIMEWATER INFRASTRUCTURE CORPORATION

Position
:
ADMIN ASSISTANT CUM RECEPTIONIST
· Answering and forwarding of phone calls, taking messages, communicating and

tracking.

· Support the IT manager on basic communication systems e.g. Phone system

rebooting, date roaming arrangement , etc.

· Record and update mobile phone usage.

· Greeting all staff and visitors to the office (the face of the company).

· Receiving guests and providing assistance to them e.g. Preparing refreshments

to clients/visitors.

· Prepare and clearing of conference room before and after meetings.

· Make restaurant bookings for management.

Courier and mails :

· Arranging and tracking international and local courier services.

· Handling mail distribution by collecting and distributing mails.

Organize staff or management business trips with cost- effective travel

arrangements (flights, rental cars and hotels, etc.).

· Manage and update corporate hotel rates and booking taxis.

Company:

PHILIPPINE SPRING WATER RESOURCES, INC.






“Nature's Spring”

Position
:

BRANCH CASHIER (MAY 01, 2014 to September 05, 2015)
· Flow of receiving salesman remittance/collection (CASH & CHECKS).
·  Compliance of Releasing Cash Advance and Liquidation procedure, prepare 
 voucher with complete attachments, templates and all expenses matters of the branch.

· Preparation of DTR for PAYROLL purposes of all the branch employees.
· Providing customers a personalized, friendly and efficient cashiering service. 
· Taking payments from customers via cash, checks and online payments
· Entering purchases into a cash register then calculating the total purchase price.
· Responsible for the accurate and timely allocation of cash. In charge of daily cashbook and also bank reconciliations.
· Recording of monies received and paid out.
· Helping to resolve customer complaints. Assisting with shelf stacking, sticking prices on items etc.
· Training new cashiers. Sorting, counting, and wrapping currency and coins.
·  Compiling and maintaining monetary and also non-monetary reports and records.
·  Balancing cash received versus receipts.
·  Serve as a Compliance Officer for branch renewal of business permits and other bills payment acquired by the branch.

·  Responsible for branch employees loan applications and health insurance concerns.
Position
:

BRANCH ENCODER - SAME COMPANY (July 18, 2012 to April 30, 2014)
·  Encoding Daily Sales, different kinds of Invoice, expenses, cash disbursement and liquidation process using SAP SYSTEM.

· Creating Purchase Request and Purchase Order for Fleet Supplies 
 regarding Vehicle Repairs and Maintenance, Stocks Request for Branch.
·  Responsible in creating contracts for trade assets, exclusivity, and other 

 transaction that needs formal agreements which are subject for notarization.

·  Monitoring stocks flow from warehouse using FIFO method with proper coordination of warehouseman.
· Responsible in creating Debit/Credit Memos for Pulled Out items from Salesman and Clients.

· Generating and Balancing Branch Sales and Collection at the end of the month for computing Sales Commission.

· Creating month end reports which to be submitted to finance auditor and sales managers for authentication.

COMPANY
:
CARD BANK INC. 
( AUGUST 2009 to APRIL 2012)
Position
:

SENIOR BANK TELLER

·  Received Cash from Cashier for releasing of loans.

· Accepting payments, remittances, withdrawals and deposits cash or checks.
· Handle client relations with care and quality.
· Initiate Open Accounts.

· Prepare and submit daily cash blotter.
· Comply with all daily reports requirements to close transaction within the day.
· Train new Tellers for branch opening in other areas.

· Answer inquiries regarding savings accounts and other bank related products.
· Always attempt to resolve issues and problems with customer’s accounts.

· Explain advice on and promote bank procedures and services to customers and junior tellers.

· Serves as an OIC Bank Accountant and Cashier whenever they are in leave.
EDUCATIONAL ATTAINMENT

Elementary
:
Hilirang Buli Elementary School

Secondary :
 Recto Memorial National High School 




Lagalag Tiaong, Quezon Philippines

       
Tiaong, Quezon Philippines




March 2001




      
 March 2005

Tertiary
:
-
Manuel S. Enverga University Foundation




Candelaria, Quezon - March 2009

Course
:
-
Bachelor of Science in Business Administration




Major in MANAGEMENT
SEMINARS AND TRAININGS

“International Career Seminar
New England College (NEC) #40 Quezon Ave, Dona Josefa Quezon City Philippines

April 18, 2015
“Personality Development Training”

CARD MRI Development Institute, Inc.
Tranca Bay, Laguna Philippines
June 19, 2010
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