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Ayesha Cynthia C. Basilio-CV NO: 1997106
OBJECTIVES

A challenging career-oriented position to my career. And be able to contribute the growth of the company by the best of my knowledge and ability as well as based on my experience acquired from previous work.

SCOPE OF WORK

· Willing to help and to provide prompt service.

· Speed and Quality in Services

· Knowledgeable, courteous assertive and able to inspire confidence.

· Ability to work Independently, Hard working person and self-motivated.

· Ability to communicate effectively with coworkers.

· Can work under pressure in efficient manner, and friendly, Polite, Flexible, Honest and Patient.

WORK EXPERIENCE
KITCHEN  EQUIPMENT LLC



Receptionist cum Secretary – September 2014 – June 2015 ( on husband visa )
· Prepare and manage correspondence, reports and document
· Answering calls of any clients for some ordering or any business activities of the company
· Encoding daily transaction of the company 
· Preparing invoice for the client
· Collecting cheque
· Do clerical works when it comes of internet searching, excel report, filing and sorting documents.
· Monitor daily activities of the staff.
· Direct reported to the owner.  
INNOVATE GENERAL TRADING  October 2011 –August 2013 ( company closed )


Receptionist / Secretary

· Prepare and manage correspondence, reports and document
· Answering calls of any clients for some ordering or any business activities of the company
· Preparing invoice for the client
· Collecting cheque
· Do clerical works when it comes of internet searching, excel report, filing and sorting documents.
UNION COOPERATIVE SOCIETY ( JAMEYA)


Mirdift Branch


Cashier – October 2010 – June 2011
· Ability to perform service dependably and accurately

· Willing to help and to provide prompt service.

· Worked comfortably and confidently in a high volume, fast paced environment.

· Assists the customers in finding their needs and wants.   

· Properly check the money especially when receiving and giving the change to the customer.

· Directly report to the chief cashier involving the cash sale in a systematic manner.

INK FOR LESS



2303A West Tower PSEC Exchange Road Ortigas Pasig City Philippines



687-5165 -68



Store Manager (Feb 2009 – September 2010  )
· Ink refiller for any computer cartridge and toner

· Monitoring stocks (out of stock and expired stocks)

· Purchased order for the store 

· Responsible for increasing sales. Do monthly reports 

· Do monthly inventory 

· Full supervision of store as well as staff

Management Trainee ( June 2008 – January 2009)
PUREGOLD PRICE CLUB


Tabacalera Bldg A. Romualdez St. Ermita Manila


Nov 2006- Sept. 2007

Merchandising Clerk  ( Canned foods)

· Encode purchased order

· Filling sorting of documents

· Follow up and check delivery of goods

· Compute suppliers rebate and deductions

· Do pricing and update cost

· Monitoring stocks delivery, out of stock and over stock

· Coordinate to the supplier for their promotional items.

ISETANN DEPARTMENT STORE 

Carriedo st. Quiapo Manila


April 2005-0May 2006

Management Trainee 

· Encode Purchased order

· Follow up and check delivery of goods

· Do store visits and coordinates with store operations concern 

· Monitoring stocks delivery, out of stock and over stocks

· Do pricing and update cost

· Supervised outright as well as concessionaire items

MINISTOP 


Parc chateau bldg. Ortigas Pasig City


March – August 20004


Assistant Store Manager

· Full supervision of the store 

· Ordering and receiving of stocks

· Monitoring stocks as well as inventory

· Directly reported to the owner

MINISTOP 


 Perea St. Makati City


October 2003-March 2004


Secretary
· Answering telephone calls
· Keep records of appointments
· Maintain proper files
· Communicate with staff member as well as client
· Keeping notes for the entire meetings
PERSONAL BACKGROUND

Gender:

Female

Date of Birth:

August 21,1981


Civil Status:

Married 

Nationality:

Filipino


Religion :

Islam
EDUCATION
College
Rizal Technological University


Maybunga Pasig City



June 1999 – May 2003

Secondary



Rizal High School



Dumanadan St. Evangelista Ave. Santolan Pasig City



1995-1999

Primary



Santolan Elementary School



Evangelista Ave. Santolan Pasig City



1989-1995
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on email: cvcontacts@gulfjobseekers.com
We will contact the candidate first to ensure their availability for your job 

and send you the quotation for our HR Consulting Fees. 


