EUNICE
Executive Summary:

2 years of excellent experience in the field of Store Operations. Her experience spans from secretarial to supervisory level in Retail Industry. With the knowledge and understanding on Retail Industry as Cashiering Supervisor I would like to be considered for any store operations position. 
WORK EXPERIENCE

                                  =====================================

	From..     to…
	Location
	Company
	Position

	Sept. 15, 2015 to April 22, 2016
	Robinsons Place, J. Catolico Sr. Ave., Lagao, General Santos City, Philippines
	Robinsons Inc.
	Cashiering Supervisor in Administration

	Job Description
1. Responsible for cash collections in all cash tills register of the Department Store Area.

2. Preparation for the submission of Daily Deposit Reports, Petty Cash Replenishment, and Cashiers Accountability Report (CAR) to the Head Office.
3. Responsible for Cash Banking Transactions on the schedule dates.
4. Properly disseminated the Do’s and Don’ts to the cashiers duties and responsibilities.

5. Serves as the primary key custodian of the main supplementary vaults and has the knowledge of the lock combinations.
6. Ensures that there is adequate change fund or coins at all times.

	Jan. 1, 2015 to Sept. 14, 2015
	Robinsons Place, J. Catolico Sr. Ave., Lagao, General Santos City, Philippines
	Robinsons Inc.

	Cashiering Supervisor in Operations


	Job Description

1. Responsible for the proper batching and accounting of charge transaction document.
2. Ensures that all cashiers are properly trained and know all standard work procedures required in the performance of their functions.

3. Ensures that the cashiering department can efficiently handle all customer-related issues.
4. Ensures that all cashiers tender excellent and effective customer service.
5. Maintains the Customer Service counter and facilitates the Package Check-in/out counter.
6. Ensures proper scheduling of cashiers; no unnecessary closing of terminals during peak hours.

7. Ensures that all cashiers handle all transactions swiftly to avoid long lines while ensuring accuracy of transaction and process entries.

8. Ensures immediate feedback and action during POS machine trouble, breakdown and unavailability of backlines.

9. Ensures the proper issuance of official receipts (OR) and ensures the availability of OR for use at the selling floor.

10. Performs other functions as may be assigned by immediate superior time to time. 

	From..     to…
	Location
	Company
	Position

	April 16, 2014-December 31, 2014
	Robinsons Place, J. Catolico Sr. Ave., Lagao, General Santos City, Philippines
	Robinsons Inc.
	Secretary

	Job Description

1. Provide administrative and logistical support to the Store Manager in preparation of reports related to concessionaires and the JDA-generated data. 

2. Keep inventory records of office stocks and premium items.

3. Ensure that all communications to and from the store are endorsed to the proper recipients.

4. Ensure cleanliness and orderliness of the office through proper labeling and safekeeping of files all the times.

5. Perform other functions as may be assigned by the Store Manager and co-officers from time to time.


TRAININGS ATTENDED

                            ==========================================

	Title of Seminar/Workshops/Trainings
	Dates of Attendance

	Coaching and Mentoring for Store Supervisor
conducted by: (NAME OF SPEAKER), Classroom 3, Gokongwei Brothers Foundation, Rosario Pasig City, Philippines
	Sept. 9, 2015

	GC Monitoring System
conducted by: Ms. Loy Tecson, Robinsons Retail Group, 101 E. Rodriguez Jr. Avenue Libis, Quezon City, Philippines
	March 16, 2015

	Counterfeit Seminar
conducted by: Banko Central ng Pilipinas (BSP) General Santos City, Philippines
	July 3, 2014

	Pre-work Integrated Learning Exposure
conducted by: Notre Dame of Dadiangas University, General Santos City, Philippines
	Feb. 7, 2014

	NDDU Leadership Seminar 2012
conducted by: Notre Dame of Dadiangas University, General Santos City, Philippines
	July 28-29, 2012


EDUCATIONAL ATTAINMENT

ELEMENTARY

2000-
2006        
Bula Christian School

Bula Highway, General Santos City

SECONDARY

2006-2010

Notre Dame of Dadiangas University
Integrated Basic Education Department
Lagao, General Santos City

· Science Curriculum 

TERTIARY

2010-2014           Notre Dame of Dadiangas University
Marist Avenue, General Santos City
· Bachelor of Science in Business Administration
Major in Management Accounting
PERSONAL DATA
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:
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:
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Single
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