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Jeanky
PROFESSIONAL OBJECTIVE:

To contribute for the company's growth and development by utilizing my expertise, work experience, trainings and my education. Furthermore, assist the management for the dissemination of its policies for the achievement of its vision.


PROFESSIONAL BACKGROUND AND WORK EXPERIENCES:
1. SALES ASSOCIATES /CASHIER
 Deira Dubai U.A.E
              November  8, 2015 – May 17, 2016
      JOB DESCRIPTION: 

· Welcome customer as they arrive with a smile.
· Provide customers product information that they need.

· Demonstrate the working product when the customer asks.
· Take payment in exchange of items sold.

· Bag and  wrap of purchased items

· Count the money and ending shifts.

· Issue receipts and change of customer

· Process credit cards and check payments.

· Explain product features and warranty agreements.

· Ensure that all products are well- stocked and easy to reach.

· Order out of stock in timely manner.

· Preparing daily sales report and monthly inventory

· Make sure that   work area and aisles are clean and shelves dusted properly.

· Manage product return and exchange.

         SIGNATURE LINES INC. (LEVI's  Brand Apparel )
         S.M. South Mall, Zapote Rd.,Alabang,
          Las Pinas City
          January 10, 2013 – August. 20, 2015


          JOB DESCRIPTION:
· In-charge on product checking for return, exchange, online orders and shipping purposes.
· Provide customers with product information that they need.
· Explain product features and warranty agreement.
·  Train newly hired employee.
·  Prepares daily sales report & monthly sales inventory.
·  Preparing merchandise for display.
·  Watching out of loss prevention through leakage and theft.
·  Attend weekly sales meeting.
· Make suggestions and encourage customer to purchase the product.
· Provide customers information on daily deals and promotions.
·  Ensures that products are well stocked and are easy to reach.
· Perform cashier duties by taking cash or credit cards in exchange of goods sold.
· Order out of stock items in a timely manner
       3.   JEWELRY  SALES  ASISTANT
             GOLD MASTER JEWELRY SHOP
             740 Ongpin St. Makati City 1000, Metro Manila
              January 15, 2009 - December 05, 2012
   JOB DESCRIPTIONS:
· A Jewelry Sales Associate is responsible to be familiar of the latest jewelry styles and fashion by educating herself using trade publications and other catalogues. She must know what type of jewelry to promote to customers in keeping with the latest trends in the jewelry industry.
· Meet & Greet customers and assist their inquiry.
·  Responsible for inventory of all items of jewelries  in the store.
·  In-charge of inputting data of inventory in a computer system and updating it.
·  Safe-keeping the pieces of jewelry items. 
· Responsible of reporting any suspicious activity or persons surrounding the jewelry items
· A Jewelry Sales Associate must be able to entertain customers by answering their questions with a respectable manner. She must be able to give assistance to the clients in terms of putting out the merchandise out of its casing, should the customer wants to try it on. She must also be responsible for safekeeping afterwards to avoid losses and theft.
· A Jewelry Sales Associate is in-charge of displaying the items for sale. She must be able to arrange the pieces in such a way that it will be noticed by the customers. She is also in-charge of cleaning the displays for a more pleasing display of items.
· A Jewelry Sales Associate is responsible for facilitating the customer’s payment. She may process the cash or credit card payment. In cases of large purchases through credit cards, it is her responsibility to run a credit check to ensure authenticity of purchase. She is also in-charge of facilitating special arrangements and requests made by the customers regarding the purchased item.
  3.  SALES ASSOCIATE
      UNIVERSAL RECORDS
       S.M. Shoe Mart
      Quezon Avenue, Quezon City
      October 10, 2004 - November 18, 2008
JOB DESCRIPTIONS:

· Renders assistance to customer's inquiries.
·  To provide initial updates to customers on new albums and videos. 
· To conduct daily reports and provide monthly inventory.
· Introduce the products with promotional skills and techniques.
· Coordinate shifting schedules on deliveries of merchandise and services.
· Conduct new trainings of the new co- employees.
     4.  SALES ASSOCIATES

            WARNER MUSIC PHILIPPINES

            Wynsum  Plaza, Ortigas  Pasig City

            February 20, 2004 – August 17, 2004

JOB DESCRIPTION: 

· To provide best customer service.

· To provide necessary inputs to  a customer

· Respond to a customer’s requests and concerns in a resourceful manner

· Provide information regarding each product and any discount associated with it.

· Reserve product for online orders,

· Preparing daily sales report and monthly inventory.
5.  QUALITY CONTROL SUPERVISOR

      LAW’S TEXTILE PHILIPPINES

      Veterans Center Taguig Metro Manila

      May 31, 2003 – November 24, 2003

JOB DESCRIPTIONS:
· To monitor and secure the quality of fabric and production.                    .
· To provide transparent inventory of products and timely reports.
· To provide daily reports on the production and manpower
· To share productive inputs and skills to new employees.
· Inspects garment for knitting, sewing or finishing.
· Marks the fabric using tape, tags or pin.
SPECIAL SKILLS:    
· I have strong communication skills.

· I can work confidently under pressure.

· Self – motivation and ability to take initiative

· Knowledge in   computer ms word, excel

· Time management skills and creativity.

· Clerical work ( email, scanning, printing and phone handling)
EDUCATIONAL ATTAINTMENT:

Tertiary                                        : B.S. Computer Science

                                                        Access Computer And Technical Colleges

                                                         2002 - 2004

SECONDARY                                : Fort Bonifacio High School

                                                        West Rembo, Makati City Philippines

                                                        1997 – 2001

Primary                                        : Salocon Elementary School

                                                        Salocon Panitan Roxas City Philippines
                                                        1991 - 1997                                         

I certify that the above mentioned are true and correct to the best of my ability.
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