CHERRY LYN VALDEZ ABINSAY 
OBJECTIVE
 
Looking for better oppurtunities abroad, making use of diverse skills in customer service and office management in highly dynamic work.
PROFFESIONAL EXPERIENCED
 
Robinsons Supermarket Corporation

Ema Town Center, Brgy Camalig Meycauayan Bulacan

March 03, 2014 - Present

Admin Assistant
Key Duties:
Handles customers on telephone and in person with queries and problems.
Maintain records and file data according to category

Construct formal letter for tenant’s accountabilities and other mall concerns
Prepares and provide report of daily sales

Preparing Request for Payment for the supplier/s and contracting services

Encode and Generate Monthly Billing Statement for Tenants

Handles and monitor petty cash for the department expenditures.

Preparing DTR and schedule for contractual employee
Monitoring of Mall and Supermarket Head count.

Office supplies monitoring.

Bounty Fresh Food Incorporated
Gen. Concepcion St. Caloocan City
October 15, 2012-March 15, 2013
Treasury Assistant
 
Key Duties:
Perform treasury assistant function and activities to the treasury department

Processing and releasing of checks for suppliers and sub-con
Respond and resolve customer problems

Document all transaction activities

Abenson Ventures Incorporated
Malhacan, Meycauayan Bulacan
February 24- July 23, 2012

Inventory Control Staff
Key Duties:
Monitoring and maintaining current inventory level, ensuring quantities that appear in the system are accurate

Ensure that merchandises received are in accordance with purchase order specification

Tracking and updating stocks both on sheets and computerized system

Actual and system receiving of stocks

Provide customer service

Monitor daily transaction

Cashiering
 
RSC Garments Industry
Meycauayan Bulacan
June 2011 to December 2011

Office Staff
 
Key Duties:

Train other staff members to perform work activities
Updating incoming and outgoing items
Conduct inspection for the delivery items

Monitoring office supplies and ordering supplies as required

  
EDUCATIONAL BACKGROUND
 
Ramon Magsaysay Technological University
Iba, Zambales

Bachelor of Science in Business Administration
Year Graduated: 2011
Zambales Academy
San Narciso, Zambales

Year Graduated: 2007
 
Central Elementary School
San Narciso, Zambales

Year Graduated: 2003
 
KEY QUALIFICATIONS
 
· Good interpersonal skills and ability to relate to employees at all levels

· Deal effectively with confidential matters

· Flexible, assertive and highly motivated

· Can work with minimal supervision

· Self directed and goal oriented

· Willing to be trained and learned
· Good at time management

· Ability to multi task

· Ability to prioritize

· Computer Literate

PERSONAL DATA
 
            Date of Birth


:           June 20, 1991

            Place of Birth


:           San Narciso, Zambales            Age



:           25
            Gender



:           Female

            Civil Status


:           Single

            Religion



:           Christian -- Aglipay

            Height



:           5’2”

            Weight



:           50 kg.

            Nationality


:           Filipino
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