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Administrative assistant cum Shop Operator April 2010-May 2012
Print Here Digital Photo Printing Shop, Cagayan De Oro City, Philippines

« Supervise shop operation

* Manage inventory, office stock and ordering supplies

« Attends customer service and maintains excellent organization

* Accounts to date sales

» Performs Microsoft Office programs

« Conducts feasibility studies against competitors in business

« Marketing proposals for new products portfolios to the proprietor

Admin Assistant cum Warehouse man September 2008-March 2010

Valderrama Enterprises, distributor for Coca-Cola Bottlers Philippines, Inc., Cagayan De Oro City, Philippines

- Performs Microsoft Office programs such as word processing, spreadsheet data entry, email correspondence and power point
presentation

* Prepares invoices, filing and sorting of documents and office administration

» Attends customer service and maintains excellent organization

+ Updates customer data and summary report

» Maintains data records of customers and warehouse operation

* Receiving of products from company

» Coordinates product delivery schedules with customers

* Prepares sales order slip for company and customers

« Performs warehouse inventory for various product portfolios

« Arranges delivery of returned and damaged products

« Monitoring of cash flow and verifies expenses for daily operations

* Prepares payable accounts

* Prepares operation’s report for proprietor

Admin cum Receptionist/Cashier November 2006-August 2008
Aquadrink Purified Water, Cagayan De Oro City, Philippines

» Attends customer service

» Performs Microsoft Office programs such as word processing, spreadsheet data entry, email correspondence and power point presentation
* Prepares purchase order for operational goods

* Receives customer’s orders

+ Maintains data records of customers and warehouse operation

* Performs stock and office supply inventory

« Maintains standard office operation's protocol

+ Liquidation of sales

+ Remittance of cash for to date sales

« Quality control of products, empty 5 galloon bottles and consumable items

EDUCATION

Bachelor of Science in Physical Therapy June 2002-April 2006
Liceo De Cagayan University, Philippines

TRAINING

2014  Advanced Microsoft Office Tutorial

2011  Basic Photoshop workshop, Informatics

2011  Basic Photography Workshop, Ansaldo Photography

2009 2D Autocad (Basic), Siam Foundation, Cagayan De Oro City, Philippines

2009 English Language Skills Institute Technical Education and Skills Development Authority Cagayan De Oro
City, Philippines

2009 Owwa Basic and Advance Microsoft office training

2009 Commercial Cocking,Baking and Pastry TESDA
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