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Good day!

As an enthusiastic individual who is ready to take new challenges, I am very interested to make a good career with your esteemed organization. I believe that my work experience and education will make me a very competitive candidate for this position.  I have extensive experience in managing accounts, customer service, merchandising, pricing and would like to pursue my career in order to apply my skills and potential to contribute to your bottom-line.

Furthermore, I have excellent communication skills and ‘can do’ attitude. It would be a pleasure to utilize my expertise while serving for your growing organization. I anticipate that my job application will take good credits from your hands.


Thank you for your time and consideration. I look forward to hearing from you soon.

Krizel 


Objective: 
 
   To be able to hold a position that would make use of my knowledge and continuously                                                                  challenge my skills and abilities to improve myself and ability to work well with people.

Education:

Tertiary

 2004 - 2008 
 University of Caloocan City (Sangandaan, Caloocan City, Philippines)
 Bachelor of Arts Major in English

Secondary

2000 - 2004
Caloocan High School (10th ave. Grace Park, Caloocan City, Philippines)

JOB EXPERIENCE:

SM - Accessories Management Corporation

July 1, 2008 to March 28, 2016 

Merchandising Clerk and Promoted as Category Merchandise Manager OIC cum Administrator
ESSENTIAL FUNCTION:

· Responsible for buying the best quality goods merchandise at the most competitive prices.
· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Conducting research to ascertain the best merchandise and suppliers in terms of best value, delivery schedule and quality.

· Receive and release samples to suppliers.

· Assigns and creates Stock Keeping Unit (SKU) for newly approved merchandise and items not in file.

· Encodes and processes promotion of suppliers.

· Attends to telephone calls of suppliers concern and facilitate giving out immediate feedback.

· Prepares travel authorization and secure their hotel and lodging accommodation.

· Responsible for the preparation and coordination of the ff. documents

· Entry checklist for new store consignor supplier in proper coordination with store consignor’s offices
· Consignor’s advisory form used for extension, pull out, increase/decrease of the area and termination

· Change of graphics, images, logos

· Request for Banisters and lobby area within Department Store

· Encodes and prepare mark down of merchandise

· Processes return to vendor proof list for Men’s Accessories and Character Shop department across all branches

· Prepares transmittal for stock issuance proof list across all branches.
· Facilitates vendor support and rebate system for suppliers that will be charges.
· Performs administrative and office support activities for multiple supervisors.  Duties include: data entry, screening telephone calls, receiving and directing visitors, filing, faxing, training and supervising other support staff. 
· Perform other task that may be assigned from time to time

RELEVANT INFORMATION:

· Proficient in Microsoft & Open Office Word, Excel, Power Point, Outlook and Lotus Applications (Word, 1.2, 3, notes).

· Good interpersonal and good communication skills.

· Ability to exhibit a high level of confidentiality.

· Above average organizational skills.

· High analytical, good interpersonal and good customer service skills.
· Ability to identify and resolves problems in a timely manner.

· Ability to gather and analyze information skillfully.

Personal Information
Nationality                 :
Filipino

Height

 : 
5’1”

Weight

 :
110 lbs

Birthday

 :
March 10, 1987

Age

         
 :
29
Civil Status
    
 :
Single

Languages Spoken  :  
English and Filipino
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