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Sales Analyst /Account Receivable Analyst    

ASIA BREWERY INCORPORATED 

NORTHERN MINDANAO SALES CORPORATION

Philippines

November 2013 to December 2015

Tasks:
· Check, analyzes and accurately encode the daily sales  reports.

· Prints and analyzes the Account Receivable reported by  the sales team.

· Checks and  updates the outstanding Account Receivable Invoice against the collection schedule.

· Detaches and files all important related documents such as credit sales invoice.

Stock Analyst 

ASIA BREWERY INCORPORATED 

NORTHERN MINDANAO SALES CORPORATION

Philippines

October 2008 to October 2013

Tasks:

· Monitor and ensure the freshness of the product.  

· Maintains and analyzes the report to ensure zero inventory difference.

· Conducts physical count of stocks and reconciles results with the computer-generated report.

· Responsible in ordering of stocks to plant. 

· Responsible for stocks monitoring to ensure stocks availability.

Sales Coordinator  

ASIA BREWERY INCORPORATED 

NORTHERN MINDANAO SALES CORPORATION

Philippines

September 2007 to September 2008

Tasks:

· Execute all promotions and recommended potential programs to increase sales

· Introduce new product to the market

· Prepares purchase orders, issue sales invoices,sales withdrawal slip, and sales return slip. 

· Prepares Daily Sales Report and submit to the Manager.

· Sustain good relation to customer.

Teller/Cashier  

MINDANAO SAVINGS COOPERATIVE                                

Philippines

September 2003 to October 2006
Tasks:                                                                 

·  Process all cash transactions taking in the bank.

·  Maintain accurate details of each transaction and make precise entries into the banking system.

·  Tally full cash amount at the end of each day and make reports and submit them to the manager.

·  Help the customers to get through tedious banking process.
·  Prepares consolidated lists of cash and cheques for deposit.

·  Handles the release and monitoring of the movement of the Petty Cash Fund of the company.

·  Sustain a good relation with the client. 
EDUCATIONAL BACKGROUND

BACHELOR OF SCIENCE IN BUSINESS MANAGEMENT

XAVIER UNIVERSITY ATENEO de CAGAYAN  

CAGAYAN DE ORO CITY PHILIPPINES

June 1997 to March 2002

SKILLS/CORE COMPETENCE

· Polite Personality
· Impressive communication skills: Fluent in writing and speaking in English
· Ability to stay alert and attentive always
· Good work ethics
· Microsoft Office (Word , Excel, Power Point)
· Adaptability
· Good Customer Relation

· Accounting Software ( SOAS )

REFERENCE
Available upon request. 
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JOSEPHINE 


Account Receivable Analyst;Stock Analyst;Sales Coordinator;Teller / Cashier


 


A self driven and goal oriented person, I am one who embraces creativity and new ideas.
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