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SHERYL 

Mobile No. C/o 0505891826
E-mail Address : sheryl.71529@2freemail.com 
OBJECTIVE


To be able to work in a company wherein I can impart my knowledge and skills pertinent to my educational qualifications.

WORK EXPERIENCE

            Receptionist (Reliever)

            Tanmiyat Group

              Al Garhoud Rd. Zalfa Bldg.

              Mez. Floor M5B

              December 30, 2007 – February 7, 2008  

           Job Description :

· Meet and greet visitors and Associates

· Answers and screens phone calls  (4 Lines)

· Receives and distributes mail and messages to appropriate department and employees.

· Respond to email or fax inquiries.

· Controls flow of incoming and outgoing correspondence.

· Orders product from purchase orders.


Cashier


Dreams Sea Discount Center


Sheikh Rashid Bin Hameed Road Ajman, U.A.E.


September 2004 – September 2007

Job Description :

· Requisition of cash at start of the sales to ensure availability of funds needed for the day’s transaction.

· Ensure that all products are properly priced.

· Receive payments from customers.

· Issue bill/receipt for customers.

· Count and submit the total sales earned daily.

· Handle and organize any other related customer concerns.


Data Entry Operator


Quorum Lanier Philippines Inc.


June 2003 – January 2004

Job Description :

· Responsible in encoding data according to the job specifications given by each client.

· Make sure data encoded would meet the accuracy level required by the clients.

· Proof reads, reviews and edit materials for accurate use of grammar and content.

· Format the documents according to project specification.


Cashier/Service Crew


Kentucky Fried Chicken 


Manila, Philippines


August 2000 – February 2001

Job Description :

· Assist and great the customer courteously.

· Responsible in taking in customers order and suggesting good meal combos and act as front-liners to all who enters the store.

· Assist in dinning duties or lobbying if need be.

Practicum/Clerk


Bureau of Internal Revenue


Philippines


July 2002 -September 2002

Job Description :

· Involves in different clerical jobs of various departments.

· Passing-out HR related documents.

EDUCATIONAL BACKGROUND

Course

:
Bachelor of  Science in Business Administration


Major

:
Management


School

:
The Fisher Valley College





Taguig, Metro, Manila, Philippines


Date Graduated
:
March 2003

PERSONAL BACKGROUND


Age

:
28


Nationality
:
Filipino


Religion

:
Roman Catholic


Civil Status
:
Single


Gender

:
Female


Date of Birth
:
October 15, 1979


Place of Birth
:
Manila Philippines

Skills:

Knowledgeable in different computer applications; well organized with good communication and interpersonal  skills; Proven initiative and ability to work with minimal supervision.  

