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KRISTINE 

Kristine.332070@2freemail.com
___________________________________  SKILLS  ___________________________________

· Self Motivated

· Customer/ Client Oriented

· Microsoft office Proficient (MS Word, MS Excel, MS PowerPoint)

· Initiative with high level of energy

· Strong verbal and personal communication skills

________________________  PROFESSIONAL EXPERIENCES  _________________________
CERTIFIED CASHIER/ SALES EXECUTIVE
Brands for Less LLC
February 13, 2015- February 13, 2017

Job Description:

An upbeat and flexible cashier who is very honest, responsible and detail- oriented in cash handling and processing customer payments at the same time a persuasive communicator, service- minded, and efficient sales associate who can build immediate rapport with customers and make knowledgeable sales recommendations.
Other and Additional Duties:

· Itemizes and totals purchases by recording prices; operating a cash register.

· Enters price changes by referring to price sheets and special sale bulletins.

· Discounts purchases by redeeming coupons.

· Collects payments by accepting cash, check, or charge payments from customers; making change for cash customers.

· Verifies credit acceptance by reviewing and recording driver's license number; operating credit card authorization system.

· Balances cash drawer by counting cash at beginning and end of work shift.

· Provides pricing information by answering questions.

· Maintains checkout operations by following policies and procedures; reporting needed changes.

· Maintains safe and clean working environment by complying with procedures, rules, and regulations.

· Contributes to team effort by accomplishing related results as needed.

· Answer telephone calls regarding reservations, product inquiries and business information.

· Merchandising, setting up displays and product visuals

· Product demonstrations and testing

· Maintaining the shop pleasant and appealing to the customers
ADMIN SECRETARY/ RECEPTIONIST
Marpotech International Trading (GARMIN GPS PHILIPPINES)
January 2014- January 2015

Job Description:

Provide a full range of support services to our Chief Executive Officer. In charge of document preparations, confidential file management, mail handling, supply ordering and record maintenance. Coordinate and carry out special events, requests, projects and communication plans.
Other and Additional Duties:

· Manage a variety of customer service

· Perform Front- desk Reception to clients

· Answering phone calls and direct inquiries

· Product delivery and demonstrations

· Collecting clients payment

· Managing company's monthly billing

· Product weekly Inventory

· Maintaining Online Shop and other Marketing plans and strategies

· Dealers monthly auditing 

· Research work
CUSTOMER SERVICE REPRESENTATIVE
Omniglobe International
June 2013-December 2013

Job Description:

Managing large amount of incoming calls by providing customer the highest quality service.  Act as a liaison who provide product/ services information and resolve any emerging problems that our client might face with accuracy and efficiency. Keeping customer's query and information well documented.

SALES INVENTORY CLERK
CDO Foodsphere Inc.
March 2005 – September, 2005

Job Description:

Team- spirited and industrious sales clerk who assists and attend to customer's needs. Arranging and merchandising display. Merchandise gift wrapping.

__________________________  PERSONAL INFORMATION  ___________________________
Age

             :
30 years old

Sex

             : 
Female


Birthplace

: 
Philippines

Height 


:
5’2

Weight


: 
60 kg

Civil Status

: 
Single

Religion

: 
Roman Catholic

Citizenship

:
Filipino
________________________________  EDUCATION  _________________________________
Tertiary Level:
Our Lady of Fatima University

Novaliches, Quezon City
Bachelor of Science in Nursing
S.Y. 2007-2011

Secondary Level:

Paradise National High School

City of Bulacan

S.Y. 1999-2003

Primary Level:
Gumaoc Elementary School

City of Bulacan

S.Y. 1993-1999
__________________________ CHARACTER REFERENCES  ___________________________
Available Upon Request

I hereby certify that the above information are true and correct to the best of my knowledge.
                    KRISTINE 




                                                    Applicant’s Name & Signature
