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PERSONAL DATA:
Last Name:  DE GUZMAN
Email:  deguzman.331615@2freemail.com 

Marital Status:  Single
Date of Birth: 22nd July 1992



Gender: Female





Country of Origin: Philippines



Present Nationality: Filipina



Languages and Fluency Level: Tagalog and English / Good



WORK HISTORY:

ARCHIVES CLERK

Safco International General Trading Company LLC.

April 2015 – November 2016

Job Description:
· Accounts Department
-Ensuring Accounts Receivables/Payables related files documented confidentially.

-Payment/Receipt Vouchers filed by date and voucher number.

-Daily sales report (Customer Wise, Salesman Wise, Item/Product Wise)

-Weekly sales report (Customer Wise, Salesman Wise, Item/Product Wise) for weekly Sales meeting.

-Monthly sales report (Customer Wise, Salesman Wise, Item/Product Wise) to be send to the Management and Sales Team.

-Sending Statement of Accounts to all Customer for Food and Non-food Department every first week of the month and/or as per customer’s request for their payment reference.

-Dealing with Customers through mail or phone calls regarding their issues and questions related to their Account with the company.

-Sales Return and Purchase Report system matching.

-Balance Confirmation to Supplier and Customer (Local/Export)

-Due Payment reminder (through mail/phone calls)

-Making Cheques for payment for Suppliers and for other payment

-Arranging courier for cheque collection and sending of documents on behalf of Management and Sales Team.
-Arranging deposit slip for all cheques collected at the end of the day.

-Ensuring if the cheques that are deposited are tally in the Bank Statement daily and updating management and/or salesman regarding returned cheques.

-Communicating to Debt Collector for filing up cases for run-away customers.

· Documentation

-Ensuring all documents to be filed neatly and filed in order such as:

   1.Sales Invoice (separately from Food, Non-food, Local and Export Invoices)

   2.Sales Return and Purchase Return Vouchers

· Reception

-Answering phone calls.

-Sending mails to all staff in relation to Company and Staff matters.

-Releasing cheques to Supplier and securing the receipts attached to the voucher for company’s reference.

-Communicating on travel agencies for Staff vacation tickets.

-Established good communication with regards to every Customer coming to visit our Office.

· Certificates

-Applying Vegetable and Fruit Certification for Export through internet.
-Booking for the shipment (by air, land and/or water)

-Hands-on updates regarding every shipment through mail and phone calls
SALES CLERK
SM City Marikina Department Store

October 2012 – February 2013

Job Description:
· Dealing with Customer’s regarding their needs and wants

· Maintaining the cleanliness of the sales area and item display

CUSTOMER SERVICE ASSOCIATE/CASHIER
Viva Videocity Incorporation

May 2011 – March 2012

Job Description:

· Dealing with Customer’s needs and wants.
· Maintaining the cleanliness of the store and the displays

· Answering phone calls for reservation and inquiries.

· Daily report, Weekly report and Monthly Report to be send to main Office through courier.

· Depositing the sales made every morning to the Bank.

EDUCATION:

Tertiary

2009-2011                           Technological Institute of the Philippines

Aurora Blvd. Cubao Quezon City

Bachelor of Science in Computer Engineering

Undergraduate

Secondary

2005-2009                           Antipolo National Highschool

Brgy. dela Paz Antipolo city

Graduate

Primary

1999-2005                           Juan Sumulong Elementary School

M.Santos St. Antipolo City

Graduate
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