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SUNSHINE


C/o - Mobile No.:  +971502360357
E-mail: sunshine.377579@2freemail.com 
OBJECTIVES
To obtain a position where I could effectively apply my skills and knowledge I’ve learned and to give an opportunity to work productively and accurately in your company.

WORK EXPERIENCE

Treasury Assistant

Ace Hardware Philippines Inc., SM City San Mateo
March 16, 2015 to May 17, 2017 
· Physical cash counting activities.

· Perform opening and closing of cash daily.

· Maintain and manage all financial records, registers, logs and spreadsheets.

· Document all cash transaction activities.

· Prepare and communicate all previous day banking activity

· Check, inspect and verify daily cash and check/cheques transaction.

· Verify and reconcile bank deposits and bank payments.
Receptionist/Front desk 
9 Waves, San Mateo Rizal

June 2014 to February 2015

· Welcoming guests and visitors.
· Answering calls and queries of the customers.
· Check guests in and out.
· Invoice preparation and document filing.
· Making sure that the office equipment supplies are always replenished and in operational order. 
· Controlling the preparations of the rooms for the guests. 
· Checking daily emails and replying if it’s necessary.
· Reporting repairs and maintenance issues in the Resort.
· Making sure that all the tasks are done and completed by the staffs and that the front of resort is in uniformed state.
EDUCATIONAL ATTAINMENT

Our Lady of Fatima University
BSBA Major in Marketing Management
Antipolo City, Philippines
2010 - 2014


SKILLS AND QUALIFICATIONS
· Excellent interpersonal skills, demonstrated in the ability to effectively serve customers and develop strong working relationship with staff.

· Dealing with stressful situations in a calm and professional manner.

· Exceptional versatility and adaptability. 

· Good team building skills. 

· Ability to communicate English articulately both in speech and written. 
· Computer Literate (MS Word, Excel and PowerPoint)  
CERTIFICATIONS AND SEMINAR ATTENDED

Monheim Distributors, Inc.

Taytay Rizal, Philippines

November 2013 – February 2014

Alphine International Exports, Inc.

Taytay Rizal, Philippines 


February-March2014
Ace Hardware Philippines, Inc.

Mall of Asia Complex, Pasay City, Philippines


March 2015 – May 2017

PERSONAL INFORMATION



Civil Status: 

Single

Date of Birth:

December 4, 1993  


Nationality: 

Filipino


Visa Status:

Tourist Visa

References shall be provided upon request.
