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Mary

Mary.38731@2freemail.com 

   

OBJECTIVE:


· To render service to the company, to further develop my skills and capabilities and in turn, perform the duties and responsibilities I am bound for the attainment of its vision, mission and goals.
· To share my knowledge and skills, and work with dedication and integrity.
QUALIFICATION




· SAP user in Material Management Division.

· Proficient in MS Office Word, Excel.

· Can work with less supervision & has a time management skills.

PROFESSIONAL EXPERIENCE:

AMOR ITALIAN RESTAURANT
Dubai, UAE

Cashier 
December 2014 to September 2015
DUTIES AND RESPONSIBILITIES

• Great & seat customers and serve them in a professional, discreet & personalized way.

• Take costumers order at the counter.
• Receive payment and present change to costumer.

• Make reservation for costumer.

• Prepare checks that itemize and total meal cost.

• Manage the register, including all credit card and cash operation.

• Ensure a balance of a register at the end of the shift or working period.

NASAMAT AL MASA LADIES SALON 

Sharjah UAE

Sales Promoter cum Receptionist
April 24, 2014 to November 2014
RECEPTIONIST:

● Answering the phone and scheduling appointments for all stylists who work in a salon is the main job duty of              
    a salon receptionist.

● I must welcome guests upon entering the salon
● Being able to answer questions about salon services and products is also an important aspect of the position. 
● Handling money and being able to operate a cash register is often required.
● Calling the costimers to confirm appointments.
PRODUCT PROMOTER:

● Set up and arrange displays or demonstration areas to attract the attention of prospective customers.

● Provide product samples, coupons, informational brochures, to persuade people to our beauty products such as hair keratene/rebonding, nail polish products
● Demonstrate or explain products, methods, or services to persuade customers to purchase products or use services.
● Create a positive image and lead consumers to use it
● Sell products being promoted and keep records of sales.

● Keep areas neat while working, and return items to correct locations following demonstrations.
● Report on demonstration related information (interest level, questions asked, number of samples/flyers distributed etc).
LAPANDAY FOODS CORPORATION – Banana Exporter

Accounting Staff/SAP Encoder (Materials Management)
Main Office 95 – Lanang, Davao City

Date Assigned: May 20, 2008 to August 2012
· Creates Purchase Requisitions (PR) from the end-user to request or instruct to Purchasing to procure a certain quantity of a material or a service.

· Post Goods Receipt (GR) of delivered goods or services.

· Post Goods Issue (GI) of materials withdrawal, material issue or a shipment of good customer.

· Creates Sales Order (SO), Outbound Delivery (DR) and Stock Transfer (STO), a sales from one company to the other company for an inventory materials.

· Facilitate Periodic Inventory Counts in all inventorable items.

· Verifies and Receives documents ie; delivery receipt from supplier for Goods Receipt (GR) posting.

· Endorse documents i.e.; Invoices to accounting for payment purposes.

· Perform other duties and responsibilities that may be assigned by the immediate superior.

NCCC Department Store

Cashier

May 2006 to July 2007

· Accomplishes accounting and organization mission by completing related results as needed.

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is                                          
adequate change.
· Greet customers entering establishments.
· Maintain clean and orderly checkout areas.
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, 
      or optical price scanners.
· Cash checks for customers.
· Weigh items sold by weight in order to determine prices.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Compile and maintain non-monetary reports and records.
· Monitor checkout stations to ensure that they have adequate cash available and that they are staffed 
appropriately.
· Post charges against guests' or patients' accounts.
· Offer customers carry-out service at the completion of transactions.
NCCC Department Store

Sales Associate/Promoter in cosmetics product
May 2004 to April 2006
· Makes customers the first priority, actively seeks out customers, greets all costumers, offers assistant.

· Promote sales and services to customers.
· Communicate customer orders and requirements to customer service and care department.
· Treats customers in a sincere, appreciative manner and thanks them for their business, minimizes their time in the checkout line, acknowledges waiting customers and thanks for shopping.

· Assist sales and service manager in preparing and verifying invoices, products and merchandise.
· Seeks to fully understand the customers’ needs, provides customer with the best solution even if it involves a markdown, contacts other associates/leaders as needed.

· Promotes products and services using Greet-Qualify-Recommend-Close, resolves customers’ concerns; executes “Good, Better, Best strategy.

· Follows company policy regarding work schedules, arrives on time, makes good use of time while at work, completes tasks and assignments in a timely manner.

HIGHEST EDUCATIONAL ATTAINMENT:


BACHELOR OF SCIENCE IN COMMERCE MAJOR IN MANAGEMENT-ACCOUNTING

University of Mindanao

Graduated March 2004

Bolton St., Davao City

COMPUTER SKILLS:


· Windows, Application: (Microsoft word, PowerPoint and Microsoft Excel)

· User: SAP R/3 (System Application and Products in Data Processing)

· Computer Literate
TRAINING ATTENTED:


· SAP training (System Application and Product in Data Processing) Lapanday SAP building (July  2009)

· Banana Production Orientation &  Seminar (Lapanday conference room) May 5 & 6, 2009.

· Advance MS-Excel Training

· Effective Job Search Seminar

· Personality Development Seminar

· Leadership Training Seminar

· Entrepreneurship Seminar

· Solid Waste Management Seminar

ORGANIZATIONAL ATTENTED:


· Davao Junior Jaycees, Inc

· Junior Earth Saver

· Junior Philippine Institute of Accountant

· Junior Phils. Association of Management Accounting

· SALAMINDANAW Theater and Dance Company

I hereby certify that the facts contained in this Personal information are true and complete to the best of my knowledge.

