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Resume of                                                                                                NINO       
E-mail Address: 
nino.344188@2freemail.com 
OBJECTIVE   
A good–directed, result oriented who is seeking a suitable entry in an organization with opportunities for training and career growth. A determined individual, who is willing to incorporate experience and resources to meet customer’s requirements and deadlines, area of strength includes. 
· Competent with internet/email, MS Office 

· Hardworking, possess excellent communication skills.

· Capable of working in any organization and adaptable to its working requirements.

· Excellent customer service orientation. 

· Ability to work in a team.

· Able to work under pressure.

· Has the initiative to work efficiently with less supervision
_______________________________________________________________________________________________________ 

CAREER HISTORY
Spring flow Purified Drinking Water

Administrative Assistant

March 2015 – November 2016

Sta.Maria Bulacan, Philippines

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.

· Maintain electronic and hard copy filing system.

· Open, sort and distribute incoming correspondence.

· Perform data entry and scan documents.

· Assist in resolving any administrative problems.

· Answer calls from customers regarding their inquiries.

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Maintain office supplies for department.

IZOD Clothing/Fashion

Sales Associate

March 2014 - January 2015

Gateway Mall, Cubao City Philippines

· Greet clients, offer friendly and fast service and assist them with their needs.
· Replenishing the inventory stock on the store floor and re-organizing them.
· Refolding clothes and keeping a clean and tidy store front.
· Keep the in-stock condition of allotted areas, and makes sure that it is clean and can be shopped at and safe.
· Have a focus on departmental and product knowledge, offering information on product aspects, and knowing associated items to sell for the entire project.
· Identity and resolved client concerns and complaints and recommend a course of action on how to alleviate these in the future.
· Prepare a variety of status reports including activity, closing, and follow-up as required.
· Develop and maintain knowledge of company products.
Samsung Electronics Phil. Corporation

Sales Merchandiser

April 2011 - December 2013

SM Appliances, Marilao, Bulacan Philippines

· Proactively acknowledged, greet and assist customers in the store. 
· Offered customers with exemplary and timely service.
· Provide accurate product information.
· Served multiple customers, understand their needs & made recommendations to generate sales.
· Recommended alternative purchase choices.
· Enhanced product knowledge utilizing limited resources.
· Merchandised, stocked and replenished the selling floor constantly.
· Maintained working knowledge of store’s policies and procedures.
· Handled cash, checks, and credit card transactions.
· Managed the register in accordance with POS guidelines.
· Merchandised, restocked and maintained sales floor.
· Built and maintained internal and external customer satisfaction.
· Met and exceeded sales goals.
· Upheld brand and operational standards.
· Assisted supervisors to identify and resolve issues in the store.
Green Pond Garden Restaurant

Waiter

October 2010 - March 2011

Sta. Maria, Bulacan Philippines

· Greet customers and seat them according to preference.

· Take orders and provide information about menu items.

· Suggest menu items when requested by the customer.

· Relay orders to the kitchen.

· Ensure that order is prepared according to the menu.

· Ensure continued service is managed during the course of meal.

· Change table cloths and clean the dishes & flatware’s & carry them to the kitchen.  
Nestle Products

Merchandiser

May - September 2010

Walter Mart Supermarket 

Sta. Maria, Bulacan Philippines

· Maintain customer relationships by answering their questions & responding to requests.

· Maintain store shelves by observing displays of company products.
· Maintain inventory by restocking shelves with products from inventory
_______________________________________________________________________________________________________ 
EDUCATION 
TERTIARY 
Course: 


Bachelor of Science in Nursing
School: 


Perpetual Help College
Address: 


Sampaloc, Manila, Philippines
Year Graduated: 

2008 (Undergraduate)
______________________________________________________________________________________________________________
______________________________________________________________________________________________________________ 
PERSONAL INFORMATION: 

Birthdate

: 
10 December 1985 
Age


:
31 years’ old
Civil Status

: 
Single 
Citizenship

:
Filipino
Height


:
5’7
Language Spoken
: 
English & Filipino 
Skills


: 
Computer Literate (MS Office – Word, Excel, Power 





Point) & Driving
Visa


:
Visit Visa

_____________________________________________________________________________________________________________

I hereby certify that all information stated in this resume is true and correct. 

NINO 
Applicant
