[image: image1.png]


JOYCE
JOYCE.368323@2freemail.com  
Career Objective


To obtain a challenging job that will both enhance and explore my skills in hospitality industry and customer service experience. 

Educational Background









COLLEGE DIPLOMA

Bachelor of Science in Tourism Management
Siena College – Private School

Quezon City, Philippines
Summary of Qualifications


· Computer Literate
· Proficient in oral and written communication skills

· Active towards self-development

Work Experience



Retail Merchandiser Staff 
October 2009 - July 2010

                                     Fmcg Industry (same as Union Coop)
SM DEPARTMENT STORE 



 Cubao Branch, Philippines
July 2010 - September 2010

                        
SM DEPARTMENT STORE – 


 Santa Mesa Branch, Philippines
Duties:

· Determined call schedule by reviewing priorities with supervisor; discussing special instructions, product promotions, new products, and price changes.

· Maintained customer relationships by visiting with store managers, department managers, and employees; answering their questions; responding to special requests; describing product features.

· Maintained store shelves by observing displays of company products; removing damaged or freshness-dated products; tidying store shelves; providing optimum display of products.

· Maintained inventory by restocking shelves with product from inventory; observing inventory levels; prompting store management to reorder when levels appear low; arranging for return and credit for damaged products.

· Completed call report by observing display and pricing of competitors' products.

· Helped field sales representatives with special promotions by setting-up displays at aisle ends; checking daily on special promotions; observing customer reaction to special promotions; forwarding observations to management; removing promotions at end of special promotion period.

· Maintained quality results by following and enforcing standards.

· Updated job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhanced merchandising and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Skills and Qualifications:

Product Knowledge, Quality Focus, Customer Focus, Organization, Client Relationships, Promotions, Reporting Skills, Attention to Detail, Territory Management, Competitive Analysis, Job Knowledge

Receiving Clerk 
October 2012 - August 2013


             Fmcg Industry (same as Carrefour)
PUREGOLD PRICECLUB – 


             Santa Mesa, Philippines
Duties:

· Counted, weighed or measured items of incoming shipments in order to verify information against invoices, orders , bills of lading or other records

· Examined and unpack incoming shipments; record shortages and reject damaged items

· Routed items to various departments

· Examined incoming shipments to ensure they meet specifications

· Checked in inbound inventory and administer the processing

· Traced and tracked shipments to ensure timely delivery

· Responsible for monitoring the returns process

· Sorted, counted, identified, verified and tracked all material to maintain accurate inventory records

· Verified receipts and log them according to required procedures

· Regularly entered inventory on a timely basis

· Assisted management in recycling material in the warehouse

· Cooperated with representatives from other departments in the organization to provide warehouse information as requested

· Ensured that all documents and material received in the warehouse are of satisfactory quality 


Cashier
April 2016 - September 2016


              Pharmacy (same as Life Pharmacy)
WATSONS - SM San Lazaro Branch


  Manila, Philippines
Duties:

· Itemizes and totals purchases by recording prices, departments, taxable and nontaxable items; operating a cash register.
· Enters price changes by referring to price sheets and special sale bulletins.

· Discounts purchases by redeeming coupons.

· Collects payments by accepting cash, check, or charge payments from customers; making change for cash customers.

· Verifies credit acceptance by reviewing and recording driver's license number; operating credit card authorization system.

· Balances cash drawer by counting cash at beginning and end of work shift.

· Provides pricing information by answering questions.

· Maintains checkout operations by following policies and procedures; reporting needed changes.

· Maintains safe and clean working environment by complying with procedures, rules, and regulations.

· Contributes to team effort by accomplishing related results as needed.

Skills and Qualifications:

Energy Level, Dependability, Productivity, Customer Service, Professionalism, Attention to Detail, Customer Focus, General Math Skills, Informing Others, Basic Safety, Job Knowledge

Seminars Attended


Basic Hotel Operations and Current Trends in the Hospitality Industry

Puerto Del Sol Hotel, Pangasinan Philippines

(September 2007)

Life of a Travel Planner

Hyatt Hotel, Manila Philippines

(September 2007)

Work of a Ground Online Attendant
Philippine Airline Training Center, Manila Philippines

(September 2007)

Hotel Operations and Current Trends in the Hospitality Industry

Hyatt Hotel and Casino, Manila Philippines

(September 2007)

Housekeeping and Bed Making Workshop

Cebu Crown Regency Residences, Philippines

(February 2008)

Filipino Cuisine as Tourist Attraction

Siena College, QC Philippines

(Jan 2011)

Cross Culture in Hospitality Industry

Siena College, QC Philippines

(February 2011)
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