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Nationality
: Filipino
Address
: Deira Dubai, UAE
Birth Date
: June 11, 1991
Visa Status
: Visit Visa
Language
: English, Tagalog
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CAREER OBJECTIVE
I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself and I want to be part of the success in an environment of growth and excellent. I want to excel in this field with hard work, perseverance and dedication.
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EDUCATIONAL ATTAINMENT
April 2012
Associate in Office Administration
February 2012  National Certificate in Bookkeeping TESDA
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WORKING EXPERIENCE
Sale Associate/Cashier - September 02, 2014 - April 30, 2016
· Ensure accurate/honest handling in reporting of cash flow. 
· Answering phone calls. 
· Handling all cash transactions. 
· Receive payment by cash, cheque, credit card, gift certificate, etc. 
· Checking daily cash accounts. 
· Posting the incoming & outgoing merchandise. 
· Guiding & solving queries of customers. 
· Monitoring & verifying merchandise sold. 
· Accurate reporting preparation of daily sales report 
· Ensure proper handling of accountable forms. 
· Providing assistance to new joined cashier. 
· Maintaining cleanliness to the counter station. 
Philippines Receptionist/ Front Desk - October 01, 2013 - August 01, 2014
· Greeted customers & determined their need & wants. 
· Handle all emails and phone communications. 
· Managing daily books and check-in/check-out of guests. 
· Handle all guest requests during their stays. 
Team Russo Inc. - SM City Pampanga, Philippines
Sales Associate /Cashier- May 01, 2013 - September 30, 2013
· Greeted customers & determined their need & wants. 
· Recommended merchandise base on individual needs. 
· Answered customer queries concern especially information regarding products & any discounts offer. 
· Change planogram every month. 
· Make sure that work area is clean & organized. 
Watson Personal Care Inc. - SM Downtown San Fernando, Philippines Sales Associate/Cashier - May 25, 2012 - November 24, 2012
· Greeted customers & determined their need & wants. 
· Recommended merchandise base on individual needs. 
· Answered customer queries concern especially information regarding products & any discounts offer. 
· Change planogram every month. 
· Make sure that work area is clean & organized. 

ON THE JOB TRAINING
Philippine Statistic Office (June – December, 2010)
· Barcoding Certificates and Sorting Certificates. 
Nidel Management Inc. - Accounting Office (September – March, 2012) 
· Encode the total amount of receipt with or without discount and check if its tally. 
· Sorting receipt by date. 

KEY QUALIFICATIONS
	
	Strong Interpersonal Skills
	
	Complaint Handling

	
	Customer Service
	
	Log Keeping

	
	Correspondence Handling
	
	Supply Ordering

	
	Cash Management
	
	Workplace Cleanliness

	  Executive & Administrative Support
	
	Data Entry

	
	Reports & Spreadsheets
	
	Microsoft Office Suite


References available upon request.
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