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JENNIFER 
Jennifer.362483@2freemail.com
CAREER OBJECTIVES:
To emerge in a working environment where I can actively participate in the upholding the vision, mission, and goals of the company through sharing my skills, talents and knowledge.

EDUCATIONAL BACKGROUND:
Bachelor of Science in Business Administration, Major in Banking & Finance
Adamson University 900 San Marcelino Street, Ermita Manila, Philippines (1995 – 1999)
WORK EXPERIENCES:
Red Basket Mini Mart LLC
December 12, 2015 – December 12, 2016
Sales Supervisor

JOB DESCRIPTION:
· Strictly follow standard processes and work instructions as per the company’s quality management system.
· Posting entries for delivered invoices, purchased invoices and receiving transaction from various suppliers.

· Item receiving function-resolving item collection by examining supplier’s delivery plans, checking damages items, expiry dates, preparing pull-out forms and return invoices.

· Warehouse management/planning-prepare adequate space/area for the incoming deliveries, making plans for reorganization of stocks or additional shelving are required for convenience purposes and for the accessibility of every area for daily preparation; first in first out (FIFO Principle) is a must.
· Monitoring of Inventory-Conduct daily and monthly monitoring/inventory to avoid pilferage and discrepancy to adhere consistency for our stock level report (receiving/issuance).

· Provide direct administrative support to the area manager.

· Manage the calendar, travel arrangements and daily administrative tasks.

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

· Sending reports including sales figure, replenishment and other important emails need to be done.

· Answering calls, forwarding them to respective departments, receiving and sending email, welcoming visitors and tending to their needs.
· Prepare Daily Sales report and do the bank deposit.

· Prepare monthly write offs and wastage and ask for area manager’s approval.

· Prepares reports, such as inventory balance, price lists, and shortages.

Jawad Business Group (Monsoon /Accessorize IBN Battuta)

February 15, 2015 - November 24, 2015
Senior Sales Advisor

JOB DESCRIPTION:

· Provide good service standards in accordance with company’s philosophy.
· Coach and encourage the team to consistently consider the customer first in everything they do even when other tasks are being completed.

· Build strong Motivate and work as a team with Retail Store Associates to achieve targets and effective relationships with customers in order to deliver exceptional service and to exceed customer expectations. (Develop and extensive loyal customer database)
· Giving advice and guidance on product selection to customers.
· Working with establish guidelines, particularly with brands.

· Achieve sales targets and understand sales expectations.
· Keep up to date with special promotions and putting up displays

· Establish internal control to improve customer satisfaction.

· Produce department customer, sales focused daily action sheet, prioritize and delegate tasks to the team accordingly.

· Co-ordinate with management and departments head to assist sales and purchasing.

· Provide support to the manager in managing the team and understands sales trend and provide suggestions and feedback to Store Management team on how to achieve store revenue and per capital growth.
· Receiving of deliveries and swiftly processed and presented on the sales floor according to Brand/Visual Guidelines.

· Responsible for “Visual Merchandising” as per brand standard.
· Provide coaching to team members on selling skills and product knowledge.
· Balancing cash registers with receipts; dealing with customer refunds and complaints.

· Monitoring stock’s availability which also involves forecasting for stocks replenishment.
· Monitor store inventory movement & inform Store Management if there are irregularity in stock movement.
· Responsible for completing all in store administration procedures in relation to cashing up, exception reports and performance diary etc.

· Prepare weekly documentation report.
· Responsible for cash banking.

· Keeping all files organize and updated.

· Responsible for filling mall management permit or any major/minor works in the store.

· Sending reports including sales figure, replenishment and other important emails need to be done.

Emirates Petroleum Product Company (EPPCO/ENOC)

June 12, 2012 - November 30, 2012
Acting Site In-Charge
JOB DESCRIPTION:

· Supervise and Overseeing services at a customer site includes training and maintaining staff, working with customers to resolve issue and ensuring services provided assist in cutting expenses.
· Schedule daily store planner to ensure a smooth operation and be proactive towards changes according to business needs.
· Maintains adequate staffing levels at all times and monitors staff rotation.
· Operate within standard operating procedures (SOPs) in accordance with company policies and Job Safety Analysis (JSAs).
· Lead, motivate and manage store team to achieve targets.

· Building team spirit and motivating the team by bringing out the best qualities of each team member.

· Achieve sales targets and understand sales expectations.  
· Ensure that productivity and service delivery of the department is improved on continuous basis by keeping team members motivated and retained.
· Direct dealing with customer complaints.

· Attending the suppliers and dealing with them by taking required stocks including ordering wet stocks.
· Manage good store inventory control & loss prevention measures.

· Ensure that team members are provided learning and career development opportunities by identifying successors within the team, preparing them for the next accountable roles and recommending them for training’s whenever required in consultation with HR Department.
· Coordinate with Human Resources for appropriate staffing levels.

· Act as the point of contact for all external and internal works in the site.

· Responsible for Documentations, creation and maintenance of all files (master file, oversight of site files.)
· Prepare daily sales report and do bank deposit.

Emirates Petroleum Product Company (EPPCO/ENOC)
December 01, 2010 - June 30, 2012
Shift In-Charge
JOB DESCRIPTION:

· Managing and Supervise production line operation in accordance with site policies and procedure.

· Conduct employee performance reviews.

· Managing the staff by preparing their duty roster, leave plan and ensuring that their records are updated.

· Handling the entire related customer issues, complaints and grievances.

· Achieve targets sales, while managing merchandise and inventory by minimizing stock loss turnover.

· Monitoring stocks and orders; receives daily deliveries and ensures that all products are in good condition.

· Maintaining company EHS and hygiene standards.

· Communicate with other Shift Supervisors; complete shift paper works.

· In charge in preparing P.O. and order/receive form of the stocks from supplier, sales output, and calculation of daily products sold, stocks on hand.

· Entering daily purchases invoice, returns invoices and worksheet data in the system.

· Do the spot check, shift closing and tallying the shift handover worksheet.

· Updating shelf edged and barcodes labels according to new price change and new updated Plano gram.
· Responsible for product display, merchandising using FIFO principle.
· Checks and monitor product availability of stock, all nearly expires and damage product.
· Conducting inventory and record keeping; handling cash sales of every shift.
· Prepare daily bank deposit.   

Emirates Petroleum Product Company (EPPCO/ENOC)
September 01, 2008 – November 30, 2010
Storekeeper

JOB DESCRIPTION:

· Receives and inspects all incoming stocks and reconciles with purchase orders.

· Processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.

· Receive and store stocks in storerooms and merchandise; maintains records of all deliveries.

· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.

· Return and canceled damaged items back to vendors as appropriate.

· Issues stocks; monitor product availability by means of sales; inventories stocks at end of delivery.

· Maintains the stockroom, records area and stores area in a neat and orderly manner.
Emirates Petroleum Product Company (EPPCO/ENOC)
January 09, 2004 – August 31, 2008
 CSA - Cashier
JOB DESCRIPTION:

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Balance currency, coins, and foreign currency in cash drawers at ends of shift, and calculate daily transaction using computers, calculator or adding machine.
· Maintaining daily account of the daily transaction; balancing the daily account at the end of each day; checking the daily cash balance.
· Providing outstanding level of customer service, by interacting with customers that come to the counter.
· Enter customer’s transaction into computers in order to record transactions and issue computer-generated receipts.
· Inform customers about foreign currency regulations, and compute transaction fees for currency exchanges.

· Generate daily collection register at the end of every working day and reconcile the same with physical cash/cheque/demand draft.

· Prepare separate deposited slip/challange for cash and cheque/demand draft.

· Prepare and submit reports like summary of collection and deposit, collection bank book, bank reconciliation statement along with bank statement. Summary of collection made for other cashier and status of dishonored cheque received from customer.
· Checking for the price of the products and any discounts or offers and cash related queries.

· Receiving coupons and deducting the said amount from the customers; sell tickets and other items.
· Answer customers’ questions, and provide information on procedures or policies.

· Process merchandise returns and exchanges; stock shelves and mark prices on shelves and items.

· Monitor checkout stations to ensure that they have adequate cash available and that they are staffed appropriately.

· Prepare daily, weekly and monthly sales report; maintain the store inventory in daily and monthly basis.
SGO Jun Encarnation

April 01, 2002 – December 31, 2004
Receptionist cum Secretary
JOB DESCRIPTION:

· Acts as the first point of contact for visitors and callers to alert and to undertake a range of other administrative tasks as identified.
· Provide direct support to the department head.

· Process and deliver internal and external mail daily. Check that costs are charged to the appropriate programmed.

· On receipt of the appropriate request form, book couriers and taxis on behalf of members of staff.

· Process invoices and draw up paper works to ensure costs are allocated to the relevant departments.

· Devise and conduct regular online staff satisfaction surveys and elicit feedback on the working environment.

· Provide office supplies (Stationery & Kitchen supplies) for staff and maintain adequate stocks; task includes ordering new supplies, indentifying new suppliers and obtaining the best price for alert.
· Provide administrative and general support to the facilities manager in ensuring compliance with Health & Safety Regulation.

· Induct new staff and volunteers in office procedures, Fire Safety and Health & Safety.
· Process invoices for the team including validating and obtaining authorization for payment.

· Contribute to team-wide communications and knowledge management, and participate in organization-wide events and discussion on related topics.

· Manage the calendar, travel arrangements and daily administration tasks.

· Process expense reports order supplies, book and arrange meetings.

· Acts as liaison between clients, vendor and legal to ensure that contracts are drafted on a timely basis.

· Create and maintain excel spread sheets and documents contract specific.
Philmon Trading Company (AJI ICHIBAN)
January 20, 2000 – March 17, 2002
Cashier
JOB DESCRIPTION:

· Managing all the cash & credit transaction, count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Handling customer on the direct counter sales basis with win over policy; giving professional support at every level within the organization.
· Assist and delivering excellence customer service; meeting customer demands and helping to attend the particular sales target.

· Weigh items sold by weight in order to determine prices; calculate total payments received during a time period, and reconcile this with total sales.

· In charge of preparing P.O., sales output, calculation daily products sold and stocks on hand; and preparing daily sales report.

· Increasing sales by suggesting new promotions and purchasing ideas to achieve sales targets.
· Maintaining the cleanliness of the work area.

QUALIFICATIONS:
· Has a strong communication and multi-tasking skills.

· Knowledge of basic operating system like MS Word, Excel and Internet Explorer.

· Good team player and able to handle multiple tasks.

· Goal oriented and ready to take initiatives.

· Ability to work in target-based environment.

· Adapts easily to new concepts and responsibilities.
TRAINING ATTENDED:
· PIC Training – March 22, 2016


Stock Take Training Program - September 28, 2011
· Basic Food Hygiene – December 15, 2015

Managing Customer Service - October 26, 2010         
PERSONAL DATA:
· Nationality



: Filipino
· Gender




: Female
· Civil Status



: Single Parent
· Religion




: Roman Catholic
· Availability



: Join Immediately
I hereby certify that the above information is true and correct to the best of my knowledge.
        JENNIFER 
         Applicant
