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	Experience
	 
	 

	15 years of total experience

	Jun 2011 - Jul 2016
(5 years 2 months)
	Electronic Data Processor/ Inventory Documentation /Admin Staff
Saudi Arabia

	 
	Industry
	Retail / Merchandise / FMCG

	 
	Specialization
	Clerical/Administrative Support / Sales / Inventory Management

	 
	Role
	Management

	 
	Position Level
	Supervisor / 5 Years & Up Experienced Employee

	 
	Monthly Salary
	USD 750

	 
	1. Verify and enter the received invoices daily / Check and verify the inventory receive from the storekeeper / Check inventory level and status.
2. Manage company email and all other correspondences.
3. Assist in the documentation of random and yearly inventory. 
4. Making sure that all inventory received are scanning in the cashier counter.
5. Make credit return to supplier for goods damaged/expired for return.
6. Close the cashier's counter shift and process the daily sales.
7. Make credit/debit for inventory adjustments.
8. Prepare and encode the daily order in the system to the main warehouse.
9. Print bar codes and update items price changes daily.


	 
	 
	 

	Apr 2002 - Jun 2011
(9 years 3 months)
	'Stock Clerk - Sales Supervisor – Credit Investigator
'Rhine Marketing Corporation'

	 
	Industry
	Retail / Merchandise

	 
	Specialization
	Clerical/Administrative Support

	 
	Role
	Data Entry Personnel

	 
	Position Level
	1-4 Years Experienced Employee

	 
	Monthly Salary
	PHP 10,000

	 
	As Stock Clerk:

A. Record all coming-in inventories to the system
B. Record all going-out inventories from the system
C. Create customers records from new sales
D. Prepare instalment contracts/commission voucher/and all documents relative to selling.
E. Post Credit/debit memorandum on the sales/instalment adjustment
F. Generate sales report and inventory report and counter checking
H. Do the in-coming and out-going of office correspondence
I. Do all the general clerical works
J. In-charge of the display/office from opening to closing

As a Sales Supervisor:

1. Organize an effective sales force.
2. Monitor, train, the sales agent.
3. Conduct an on-the-spot door to door selling with the agents.
4. Maintain a sales quota per month.

As a Credit Investigator

1. Verify and investigate prospected customer as if they are qualified to the installments sales based on per company policies on extending credits.
2. Verify the movements of the collectors, assist, and plan for a collection strategy as possible.
3. Verify the movements of collections, making sure that the collections percentage are meet per month basis.
4. Conduct a repossession, negotiations, and file a case for those delinquent accounts.
5. Represent the company on any hearing on barangay level up to the municipal trial court.

	 
	 
	 

	Aug 2000 - Sep 2001
(1 year 2 months)
	Computer Encoder
Bureau of Internal Revenue

	 
	Industry
	Government / Defence

	 
	Specialization
	Clerical/Administrative Support

	 
	Role
	Data Entry Personnel

	 
	Position Level
	Fresh Grad / < 1 Year Experienced Employee

	 
	Monthly Salary
	PHP 4,000

	 
	RESPONSIBILITIES:

    - Encoding the differrent types of ITR from the AAB (Accredited Bank).
    - Preparing and processing tax refund of all taxpayers who had excess tax credit.
    - and general clerical works

	 
	 
	 

	Education

	1999
	Mindanao State University - Gen. Santos City
Bachelor's/College Degree  in Commerce | Philippines

	 
	Major
	BS Accountancy

	 
	CGPA
	10.0 / 100.0

	 
	 
	 

	Skills

	Intermediate
	Sales And Marketing, Management Skill, Inventory Recording And Control

	 
	 
	 

	Languages

	Proficiency level: 0 - Poor, 10 – Excellent

	Language
	Spoken 
Written 

	Filipino
	   10 
   10

	English
	   9 
   9

	Arabic
	   5 
   0

	 
	 
	 

	Jobstreet English Language Assessment (JELA)

	Date Taken
	14 Nov 2013

	Score
	35/40

	 
	 
	 

	Additional Info

	
	

	
	

	Other Information
	 
	 

	OBJECTIVE:

   - TO gain more exposure in career oriented jobs, experiences and improve my career status. 

STRENGTHS

   - EFFECTIVE LEADERSHIP CHARISMA
   - RISK TAKER / BUT RESULTS ORIENTED
   - TIME MANAGEMENT SKILLS
   - VERY INQUISITIVE AND METICULOUS ON DETAILS

JOB EXPECTATIONS

   - with good working atmosphere
   - can create innovatives within my self
   - can motivate me to give my utmost productivity

	 
	 
	 

	About Me

	Gender
	Male

	
	

	
	

	Nationality
	Filipino

	 
	 
	


