JENNIFER 
Job Summary
To enhance my expertise and skills to the fullest and be a capable member of your company where I can apply basic principles I have learned and maximize to practice my abilities and to give my dedication to work.
WORK EXPERIENCE
 Merchandise
Balanga City

Secretary/Cashier/Store keeper/sales associate / data entry operator




2013 – 2015

Job Description:
· To monitor and compile the in and out product transaction.
· Receiving and Balancing the daily  cash transaction as per customer paid in.
· Checking the expiration of the product.
· Encoding the incoming product as per company label.
· Ordering product as per customer request.
Nidec Philippines Incorporated
Olongapo city, Philippines
October 2009 – February 2010
Position:
Production Operator
Job Description:
· To share my knowledge in information technology
· Monitoring and maintaining computer system and network.
· Providing support, including procedural documentation and relevant reports.
ATIGON DRUG STORE
Capitol Drive
Balanga City Bataan
June 2004-2008
Position:
PHARMACY AIDE/ CASHIER/ SALES ASSOCIATE
Job Description:
· Managing all the cash transactions in their workplace.
· Maintaining daily account of the daily transactions
· Balancing the daily account at the end of each day
· Checking the daily cash balance
· Interacting with the customers that come to the counter
· Solving all their cash related queries
· Checking for the price of products and any discounts or offers.
· Receiving coupons and deducting the said amount from the customer.
· Organizing all the work they do and maintaining the accounting records
· Reporting discrepancies, they find within the accounts to their superiors
· Making daily, weekly and monthly transaction report
EYECARE & ASSOCIATE (Doctor’s Clinic)
PDC BUILDNG
Taft Ave in front of Philippine General Hospital 
Manila, Philippines
August 1996-2000
Position: Assistant Secretary / Receptionist
Job Description:
· Schedule and confirm patients’ appointments.
· Compile and record medical charts, reports and correspondence.
· Answer telephone, and direct calls to appropriate doctors.
· Great doctors and patients and direct them to appropriate doctors.
· Interview patients in order to complete the documents.
· Receiving consultation fees and keeps it on record in a log book.
· Performs various clerical and administrative functions, such as ordering and maintaining an inventory suppli
On The Job Training
Land Bank Of The Philippines


January 2002 -
May  2002 
· To encode all the daily transaction 
· To segregate and file all the incoming documents 
EDUCATIONAL ATTAINMENT
AMA Computer Learning Center



2000 - 2003
(Computer System Design and Programming)
(Balanga City Bataan)
Adamson University
(Bachelor of Science in Pharmacy)



1996 – 1998
(Ermita Manila)
Bonifacio Camacho National High School

1992 – 1996
(Calaylayan Abucay, Bataan)
SKILLS
Skill




Years of Experience

CASHIER



5 YEARS


DATA  ENCODER


3YEARS
SUMMARY
A Hard working and resourceful individual with a good actual skill, eager to apply my knowledge and skills to achieve additional areas of specialization through career advancement. Able to provide attention to any level of responsibility under rigorous technical and time frame standards. Able to work independently or as part of a team in alternating priority situation. Has a good English skill in speaking, writing and conversation and Fit to Work.
PERSONAL DATA
Age:

36
Date of Birth:
December 16, 1979

Gender:
Female
Civil Status:
Single
Nationality:
Filipino
Religion:
Roman Catholic
Visa status:  
Visit Visa
I Hope I will be given a chance to work with your esteemed organization. For any further clarification and information, please contact me on the above mentioned number for an interview.
Jennifer 
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