CHARLINE B. VINUYA - CV NO:2004528              


OBJECTIve
To obtain a position in a company where I can maximize my management skills, quality assurance, self-confidence and training experience to develop a position utilizing organizational, interpersonal and communication skills in the company.
special skills
· Strong work ethic and superior interpersonal, customer service and communication skills.

· Dependability to complete assigned tasks on time and with minimal supervision

· Excellent time management skills that allow for the multi-tasking of all responsibilities.

· Listen to determine needs of customers before offering a solution

· Ability to interact and communicate well with people

· Computer literate including skills in e-mail communication, excel, word processing and power point designer
· Multi-tasking ability

working experience
Cashier cum Waitress 


  
     Restaurant and Cafe
                November 2015 to December 2016
Responsibilities Held: 
· Greet the customers 
· Handling all the cash transaction
· Receive payment by cash, credit card
· Checking daily cash accounts

· Guiding and solving queries of customer

· Maintaining monthly, weekly and daily report of transactions
· Provide excellent customer services that promote satisfaction
· Make recommendations or share additional information upon request

· Take and serve food/drinks orders and up-sell any additional products

· Arrange table settings and maintain tables clean and tidy

· Check products for quality and correct any problems that keep them from enjoying their meal/drink

· Cooperate with all serving and kitchen staff

· Follow all relevant health department rules/regulations and all customer service guidelines
Marketing Assistant cum Receptionist

  
    NPG LLC
                April 2015 to October 2015
Responsibilities Held: 

· Assisting client concerning the inquiry
· Coordinate sales & marketing activities and process the sales order
· In charge of all filling documents
· Follow-up client’s application thru telemarketing
· Check and verify the documents submitted by the clients
· Preparing necessary documents for the new clients
· Initiates and maintain the database for campaigns
· In charge of taking inbound calls from external and internal customers and transferring them to the correct department or person
· Manages and distributes mails, incoming and outgoing couriers, copying and faxing
Sales Assistant



  
    SM Marikina City- Philippines

                 March 2014 to Oct 2014
Responsibilities Held: 

· Assisting customers in locating merchandise and answering a variety of questions concerning general merchandise; demonstrates use of merchandise upon request
· Stocks shelves, counters or tables with merchandise; keeps merchandise orderly and neat in appearance
· Stamps or attaches price tags on merchandise and/or checks tagged prices to verify accuracy referring to price list
· Checks inventory listing with actual inventory on shelves and reports discrepancies to supervisor
· Set up promotional displays; makes signs or arranges merchandise on counters or tables to promote sales
· Maintains cleanliness and orderliness in the working area
· Monitoring, replenishing and updating sales display areas
· Doing quarterly and yearly inventory of all the stocks
· Promote the sales and promotions
educational attainment


Computer Science 
  
        
Asian Institute of Computer Studies


Marikina, Philippines- Year 2012-2014
personal background

Date of Birth

 : 

May 23, 1995
Civil Status

 : 

Single

Gender 

             
: 

Female

Age


 : 

21 years old


    
Language 

 :

English and Filipino
Character references are available upon request.
                                                                          
 Charline Vinuya
Applicant’s Signature
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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 � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �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.








