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JOEYZA 

Joeyza.358299@2freemail.com
OBJECTIVE

· To obtain and secure a position that will enable me to use my organizational skills, my ability to work well with people, quick learning skills to take the lead in achieving of the organization’s mission and vision and to have the opportunity to learn and improve my skills for the progress of the company

WORK EXPERIENCE

April 2016 – PRESENT

Leasing Supervisor (LS), Marketing/Operations/Administrative


SANFORD MARKETING CORPORATION


SM SAVEMORE MARKET, DAVAO CITY, PHILIPPINES

June 2014 – April 2016

Leasing Assistant (LA), Marketing/Operations/Administrative


SANFORD MARKETING CORPORATION


SM SAVEMORE MARKET, DAVAO CITY, PHILIPPINES

· Provide administrative support for activities related to the Leasing Department and ensure that high-quality work is produced within established deadlines

· Set up and maintain accurate files and records that may be easily accessed by all. Maintaining existing tenant files, general files,tenant & vendor contact information daily and emergency.

· Handle correspondence, telephone contacts, and incoming mail, including confidential materials,in a professional and expedient manner. Administer e-mails, send and forward to appropriate people.

· Photocopying, faxing, scanning and file administration as needed. Assemble and distribute all lease documents received. Scan all lease documents into our network and prepare maintain the tenant lease file.

· Organize meetings to include scheduling food catering, prospect tenants and existing tenants

· Assist, organize, conduct market research, and gather required data as necessary. Provide assistance in preparing materials, compiling statistical information, and other special projects as required.

· Assist tenant opening during store opening set up.

· Knowledgeable of current market conditions. Courteous, efficient handling of resident requests and complaints.

June 2013 – December 2014 

Customer Service Assistant/ Cashier/Bagger/ Selling In-charge/ Receiving & Dispatching Unit Personnel


SANFORD MARKETING CORPORATION


SM SAVEMORE MARKET, DAVAO CITY, PHILIPPINES

·  Experienced handling and managing different categories within the supermarket.

· Provide assistance to customer services personnel and organize customer concerns to different departments. 

· Ensure customer orders are met on time. Interact with customers to know their requirements and needs. 

· Resolve conflict and complex issues relating to customer services. 

· Balancing cash registers with receipts. 

· Maintain and manage customer files and databases. Coordinate and collaborate with cross-functional teams to ensure quality services to customers. 

· Assist customers in locating the required merchandise. Implement company policies and procedures in providing good customer services.

· Manages and monitors front-end staff to ensure that each staff member is performing its sales duties and providing excellent customer service in order to reach monthly sales targets. Briefs, trains and assists new employees on store operations and procedures. Perform cashiering and bagging in times of que. 

· Conduct spot audit if items displayed are still fresh to sell or to display esp. in Fresh Category.

· Stocking shelves with merchandise. Keeping up to date with special promotions and putting up displays.

· Be involved in stock control and management.


May 2, 2012 – April 2013

Management Trainee/ Cashier/ Bagger


DAVAO UNIFIED CORPORATION/ THE PAPER TREE


STA. ANA AVENUE, DAVAO CITY, PHILIPPINES

· Manage and monitor sales staff to ensure that each staff member is performing its sales duties and providing excellent customer service in order to reach monthly sales targets. 

· Brief, train and assist new employees on store operations and procedures. 

· Manage day-to-day operations of store. Monitor inventory level and coordinate with head office on deliveries. 

· Monitor and handle the visual merchandising of each store. 

· Manage sales staff schedules and monitors punctually of supplies, inventory and equipment. Perform cashiering if necessary. Attend to customer complaints and finds solutions to their concern. 

June 2008- April 30 2012

STUDENT ASSISTANT


HOLY CROSS OF DAVAO COLLEGE


STA. ANA AVENUE, DAVAO CITY, PHILIPPINES

· Assigned to received bookings, prepared the venue, and operated the needed equipment during the duration of the conducted activity at the Audio-Visual Room. 

· Engaged in encoding lists of instructional materials, statistical reports, records, documents and forms. I have also been served as a camerawoman during institutional activities.

___________________________________________________________________________________

EDUCATIONAL BACKGROUND


Tertiary
HOLY CROSS OF DAVAO college, INC.




Sta. Ana Avenue, Davao City, Philippines




Bachelor of Science in Business Administration 




Major in Marketing Management




2008-2012


Secondary
TALOMO NATIONAL HIGH SCHOOL




Talomo Proper, Talomo, Davao City, Philippines




2004-2008




Journalist of the Year


Primary
ANDRES BONIFACIO ELEMENTARY SCHOOL




Talomo Proper, Talomo, Davao City, Philippines




1999-2004




Salutatorian

SEMINARS/TRAININGS ATTENDED


Basic Supervisory Skills


SM  Savemore  Market Bangkal, Davao City, Philippines


May  2016


SM Corporate Image Seminar


SM  Savemore  Market Bangkal, Davao City, Philippines


August 25, 2015


Face to Face Communication Workshop


SM  Savemore  Market Bangkal, Davao City, Philippines


January 2015


Amazing Service Workshop


SM  Savemore  Market Bangkal, Davao City, Philippines


January 20, 2014


Selling Workshop


SM  Savemore  Market Bangkal, Davao City, Philippines


August 2013


Bagger's Training


SM  Savemore  Market Bangkal, Davao City, Philippines


July 2013


Cashier's Training


SM  Savemore  Market Bangkal, Davao City, Philippines


June 2013


Economic Management 


Holy Cross of Davao College-AVR


January 14, 2012 


Consumer Friendly and Office Decorum 


Holy Cross of Davao College-AVR, Philippines


December 3, 2011 


Retailing Seminar 


Holy Cross of Davao College , Philippines


August 10, 2011 

PERSONAL INFORMATION


Birthplace

: Davao City


Age


: 26


Sex


: Female


Nationality

: Filipino


Religion

: Roman Catholic


Height


: 5'7


Civil Status

: Single


Languages

: English, Filipino & Cebuano


Father's Name

: Edwin M. Ytac Sr. (Deceased)


Mother's Name
: Florentina A. Ytac (Deceased)

This is to certify that the above data are true and correct to the best of my knowledge and ability.

JOEYZA 
