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      estelita.331419@2freemail.com
CAREER OBJECTIVE                                                                                                         
To pursue a highly challenging career where I can apply my knowledge and expertise as well as to acquire new skills and work closely with a team of highly skilled professional and be an asset to the organization.

WORK EXPERIENCE
Tropical Hut, Philippines                                       March 1997 – September 1997

Service Crew
· Welcome customers as they come into the restaurant
· Help customers to settle down and also take their orders

· Process customers orders and generate their bills
· Serve and pack warm foods to customers in an effective manner and in strict accordance to the orders of such customers.

· Clean all tables after customers have left and get such tables prepared for the next set of customers.

· Maintain chart of all available deals and products periodically and refresh such chart on daily basis.
Shoe Mart Inc.  (SM), Philippines                    
Sales Clerk                                                              December1998 – April 2002
Duties and Responsibilities
· Greet customers when they arrive at the store and ask if they need assistance.
· Replace merchandise on the shelves, paying special attention to end caps 

· Call other stores when necessary to find items in stock.
· Build rapport with customer and provide them with genuine guidance and support
· Train new sales staff as needed by management
· Suggest upsell items to customer based on the items they have chosen.
· Arrange special sale and clearance items at the front store for maximum visibility.
Huabee Garments, Philippines                            January 2004 – December 2006                                       
Sewer                                       
Duties and Responsibilities
· Sew clothes with a sewing machine or by hand as the design and material requires like edges and linings
· Replace or repair defective garment parts.
· Accurately measurements to make the pattern. 
· Check the finished products for imperfections.
Shoe Mart Inc (SM), Philippines                          April 2008 – May 2011             
Promodizer 
Duties and Responsibilities                      

· Assists/advice customers to find product selection they are looking for,

· Responsible for timely and proper display and replenishment of merchandise;

· Keeping up to date with Special Promotions and putting up displays;

· Receives and check accuracy of all products deliveries and reports discrepancies immediately;

· Conducts inventory as scheduled;

· Identify and segregate items for pull-out damage, dirty and slow moving;

· Safeguard merchandise from external and internal losses (e.g. theft, damage, etc.);

· Maintains orderliness and cleanliness at the selling and stockroom area;

· Responsible in dealing with the customers complaints;

· Responsible for the security within the store and being on the look-out for shoplifters and fraudulent cards etc.,

· Prepares and submit accurate reports on time;

· Provides fast, efficient and courteous service at all times to customers;

· Provides accurate and timely feedback to RAS for store related concerns and other related thereto.

· Involved in stock control and management,

· Ensures the achievement of sales targets;

Kosa Mart, Philippines                                               June 2012 – June 2014
Store Keeper                                                             
Duties and Responsibilities

· Check inventory records for accuracy

· Compile reports on various aspects of changes in production or inventory

· Keep records of items shipped, received, or transferred to another location

· Find, sort, or move goods between different parts of the business
E.C.T Construction                                                     April – October 2015
Receptionist
Duties and Responsibilities

· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments
Lamada Subcon, Philippines                                         February – November 2016
Sewer

Duties and Responsibilities
· Sew clothes with a sewing machine or by hand as the design and material requires like edges and linings
· Replace or repair defective garment parts.
· Accurately measurements to make the pattern. 
· Check the finished products for imperfections.

Educational Attainment:
·  Vocational Courses : Dress Making
  Name of Institutions: Quezon City Polytechnic University
                                    2002 - 2003
·     Secondary: Sauyo High School
                                             1995 - 1996
Skills and Strengths:
· Computer Knowledge.
· Good communication skills.
· Able to work under pressure.
· Ability to adapt to changes.
· Fast learner and open to new tasks.
· Effective work individually and a good team member as well.
· Dedicated at work and willing to be trained.
Personal Background: 

Age                           :                 39 years old.

Birth Place               :                 Manila       

Nationality               :                 Filipino

Religion                    :                 Christian
Visa Status                :                 Visit Visa (valid until February 28, 2017)
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

                                                                                                    Estelita 
                                                                                                          Applicant

