SILBIE 
E-Mail Address: silbie.45639@2freemail.com 
DESIRED POSITION: 

ACCOUNTING STAFF / RECEPTIONIST /ADMINISTRATIVE / MANAGERIAL

CAREER OBJECTIVE:

To be part of a company which provides opportunity for advancement, continuous growth and development high standard of service for competency and quality of work where I can practice my profession, share my skills and capabilities in some related filed of work.
SUMMARY OF QUALIFICATIONS:
· 17 years of work experience  in supervisory and managerial positions
· Self motivated and willing to be trained
· Can work under pressure and willing to do overtime if necessary 
· With work experience in cashiering, accounting, auditing and reception
· Practical knowledge in computer

WORK EXPERIENCE:

AREA ATS MANAGER 
EMCOR, INC.

Pagadian City, Philippines

Feb.2006-Feb.2007

Duties and Responsibilities:

· Assist store managers in planning some programs in order to achieve sales targets for computers, laptops and computers accessories.
· Monitor daily activities of the stores

· Check manpower

· Audit monthly of the stores

ADMINISTRATIVE MANAGER
EMCOR, INC
PAGADIAN CITY

DEC.2005-JAN.2006

Duties and Responsibilities:

· Coordinate with regional managers with their sales target and check their day to day activities.

· Assist them with their needs for sales planning and sales activities

· Check their itineraries and schedules 
· Facilitate and handles monthly meetings with them

STORE MANAGER
EMCOR, INC.

PAGADIAN CITY

FEB.1995-NOV.2005

Duties and Responsibilities:
· Makes plans and programs to achieve sales in appliance and motorcycles
· Prepares order to suppliers

· Check employee and evaluate their work result

· Check the financial status of the store

· Monitor sales and collections daily

SALES RECEPTIONIST /CASHIER AND INVENTORY/ SUPERVISOR
EMCOR , INC.
Pagadian city

July 1991-jan.1995
Duties and Responsibilities
· Attend and assist customers/clients

· Follow up customer inquiries thru telephone and written communications
· Handles sales documentations

· Receive customers' payment 

· Encode sales transactions

· Reconcile inventories 

· Supervise rank and file staff

· Evaluate their performance

· Monitor daily sales

EDUCATIONAL ATTAINMENT:
BACHELOR OF SCIENCE IN COMMERCE MAJOR IN ACCOUNTING
SAINT COLUMBAN COLLEGE

PAGADIAN CITY

YEAR 1991

ADDITIONAL TRAININGS:

Salesmanship course



July 1992

Basic supervisory course


October 1992


Personality development 


June 1993


Team building workshop


June 2002


Vehicle maintenance/safety driving seminar
September 2002


Basic accounting course


November 2002


Store management 



November 2003


Field sales management 


march 2004

Advanced technology system training
April 2005
PERSONAL DETAILS:

Date of birth
:
December 31,1969


Place of birth
:
Davao del Norte

Nationality
:
Filipino


Status

:
Married


Language
: 
English, Filipino


Visa Status
:
Visit Visa
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