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ANABELLE 
Anabelle.361768@2freemail.com

· To be part of a reputed organization which provides a steady career growth along with job 
Satisfactions, challenges and give value contribution in the success of organization.
· Seeking a good opportunity in a good company that enables me to improve my skills, increase my practical experience, fulfill my personal ambitions and expand my knowledge.

· Racal South Motorsales Corp.
Position: Cashier (April 2010-March 2011)
Sales Staff (April 2012-September 2013)
Admin Staff
Branch Assigned: Lipa Branch

Address: Ayala Hi-way Brgy Balintawak Lipa City Batangas
· Attending calls and faxes regarding stocks and sales
· Attending calls and inquiries through phone calls and text messages
· Catering the needs and concerns of the customers
· Selling and promoting of single motorcycle
· Balancing of daily cash position
· Balancing of daily expenses and petty cash
· Memorandum sending
· Accepting payments of customers
· Printing receipts for paid accounts
· Pacific Sourcing International Corporation
Position: Admin Assistance/ Receptionist (June 2004 – January 2005)
· Take and distribute accurate messages.

· Serve visitors by greeting, welcoming, directing and announcing them appropriately
· Maintain office filing and storage systems.
· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.
· Update and maintain internal staff contact lists.
· Generating System reports.
· Coordinate messenger and courier service.

· Type documents, reports and correspondence.
· 
The SM Store Philippines.
Position: Sales Lady (Department Store section) (Jan.2003-April 2004)
· Promoting  & selling products to the customers
· Catering needs and  concerns of the customers

· Communicate and assist  customers in any way possible

· Help process payments made by the customers

· Work with customers with the most cheerful and pleasant disposition
· McDonalds Philippines (Cabanatuan Branch).
Position: Waitress/ Staff Crew (April 2000-March 2001) 

· Assist other crew members whenever called upon to do so.
· Check the customers  to ensure that they are enjoying their meals and take actions to correct any problems

· Promote teamwork towards achieving the business goals of the restaurant
· Prepare and serve specialty dishes at tables as required.


· Computer Literate in MS Windows (Win-2000; Win-XP; Win-7) & MS Office (97’; 2000 ; 2003)
· Good verbal, written communication and telephone skills.
· Deliver good customer service and build customer satisfaction and loyalty.
· Honest, trustworthy, smart, fast learner and self motivated
· Commerce Graduate – Major in Economics

Tertiary:
Mount Carmel College

Baler, Aurora 

Bachelor of Science in Commerce – Major in Economics

1996 - 2000
Secondary:
San Luis High School
San Luis, Aurora 

1991 - 1995
Primary:
San Luis Central School

San Luis, Aurora

1985 - 1991
References furnished upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief. I will make my earnest endeavor to discharge competently and carefully the duties you may be pleased to entrust with me.
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