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Sheila 
 Sheila.360368@2freemail.com

OBJECTIVE:

 Objectives:  To find and grow in a professional and challenging career that will explore and broaden my knowledge, skills, capacity and capabilities.
To develop, perform and apply skills and potential in a workplace motivated by excellence, teamwork, productivity and love towards work.

PROFESSIONAL SYNOPSIS

Highly talented professional with over five years of high quality experience in Overall Store Operations, motivating people, implementing marketing, advertising, promotions, planning, strategies for the business and proper management.
· Substantial experience and outstanding skills in customer service.

· Flexible, team player & work effectively in a fast paced environment

· Excellent interpersonal skills, ability to work well with others

· Strategic & creative thinker with effective communication and writing skills in English

· Self-motivated, enthusiastic and committed to professional excellence

WORKING EXPERIENCE:

Store Sales Manager
Folded and Hung

Adenip inc. Philippines
September 2000-up to 2017
· CUSTOMER SERVICE

· Responsible in Monthly Sales Report

· Responsible for preparing the monthly / daily inventory of all store stocks.

· Responsible for overall store operations

· Responsible in individual staff daily schedule

· Responsible in encoding of 15th and 30th individual attendance.

· Responsible in visual display on selling area and store show window display.

· Responsible for preparing weekly reports such as, departmental concern, product feedback and store promo monitoring reports.

· Depositing money to bank

· Reconcile Sales Report and Cash in Hand
· Send Daily Sales Report and Monthly Sales Report
· Receive delivery stocks and encode all Transfer Receipts to the Inventory system
· Prepare Transfer Out and post it to the Inventory system
EDUCATIONAL ATTAINMENT:
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION
                                                            Major in Management 



                                Rizal Technological University

                                                                 S.Y. 1993-1998
SKILLS
Computer Literate such as MS Word, Excel and PowerPoint.
PERSONAL STRENGTH
Multitasking, Hardworking, Dedicated, Reliable, Good Communication Skill, Flexible, Initiative
SEMINARS /TRAININGS ATTENDED

Advanced Quality Customer Service

Personality Development
Work Attitude and values enhancement workshop

Successful sales skills Workshop

Building People
PERSONAL INFORMATION:

Birthplace
:


            Marinduque, Philippines
Height

:



5’3
Nationality
:



Filipino
Religion
:



Roman Catholic
Civil Status
:



Married
Visa Status
:
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