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Ms. Lydia

Lydia.346371@2freemail.com  

SKILLS and ATTRIBUTES
Good analytical skills and can work with minimal supervision.
Hard working, organized, attentive to details and energetic.

OBJECTIVE:

To be able to find a job that qualifies me and to enhance my knowledge and skill for the benefits of both me and the company.
WORK EXPERIENCE 

1.) PLDT (Philippine Long Distance Telephone Company)

   Encoder (Office Staff)

Under the Division of Customer Project Management 2       
   April 2013-September 2015              

PLDT OFFICE, TAGUIG CITY, PHILIPPINES




JOB DESCRIPTION:

· Verifies entered customer and account data by reviewing, correcting, deleting, or re-entering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Need to make copies of files for employees, answer and route phone calls, send out emails and distribute snail mail as needed. 
· Need to scan in documents and send and receive information to various outside groups that require it.
· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.
2.) DEBENHAMS CLOTHING, INC.  



       
     Sales Associate
              HEAD OFFICE RMSI MAKATI, PHILIPPINES                            
             January 2006 – October 2010
3.)  MARKS & SPENCER





         Sales Consultant
Rustans Marketing Specialists Inc. 
                                             April 2004 – November 2005    

RMSI MAKATI, PHILIPPINES 
JOB DESCRIPTION:

· Greet and assist customers while entering the store.

· Ask them if they want assistant for guidelines on their merchandise.

· Cleans shelves, counters, or tables.
· Arrange all stocks and display area.

· Thank Customers and ask for another transaction.
4.) WENDY’S HAMBURGER





                Cashier

Makati Avenue Branch





October 2000 – October 2003

JOB DESCRIPTION:

· Welcome the customers as they step into the restaurant.

· Deal with clients in the most polite manner possible.

· Take record of orders made by customers.
· Monitor all orders placed by the client and also ensure these orders are delivered promptly to the customers.
· Package foods in bags and boxes along with kitchen staff.
· Pay attention to customers and help in responding to their inquiries, resolving their complaints, and noting their suggestions.
EDUCATIONAL BACKGROUND:
TERTIARY :
OFFICE  MANAGEMENT    





S.Y.
2000-2001
Polytechnic University of the Philippines

Taguig Campus

BACHELOR OF SCIENCE IN ACCOUNTANCY

2001- (undergraduate)

Polytechnic University of the Philippines

Taguig Campus

SECONDARY:

Ricardo Papa Memorial High School          

S.Y.   1997-2000

Tuktukkan, Taguig City

PRIMARY:

Toboy Elementary School                 

S. Y. 1990 - 1997


PERSONAL DATA:











Sex:




Female
Date of Birth:



February 01, 1985
Age:




31 years old

Status:




Single

Citizenship:



Filipino

Religion:



Christian
Height:



5’2
Weight:



52 kilos
Language/ Dialect spoken:               English, Ilocano, Tagalog

I certify that the above details are true and reliable.

