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SALES ASSOCIATE
	SWISS ARABIAN PERFUMES      
	 (November 2006-March 2010)


Duties: 
· Welcome customer as they arrived, with a smile. Assist them with their needs, explain product features, warranty agreements and provides information on daily deals and promotions.

· Ensuring that all products are well stocked and testers are displayed on shelves.

· Maintaining cleanliness in the shop, especially in the glass counters.

· Respond to customers request and concern in a resourceful and courteous manner.

· Handle cashier duties, by taking cash, credit cards or vouchers.

· Ensuring that all purchased items are well arranged in the bag and delivered to the customer in a prompt manner. And making sure that customer received receipt on all purchases.

· Count cash counters before and after shifts and making sure that amount is correct and there is adequate change.

· Ensuring that shelves are properly arranged with appropriate products.

· Managed product return and exchange and order out of stock items in a timely manner.
· Keeping an eye at the store at all times to avoid shoplifters.
RECEPTIONIST cum LIBRARY ASSISTANT
	SAN CARLOS CITY PUBLIC LIBRARY      
	(January 2002-August 2006)


Duties: 
· Performs circulation desk procedures, such as checking in and checking out of materials, registering patrons and maintaining cleanliness in the working area.
· Performs clerical duties, such as encoding of books in the database, filing, typing correspondence, mailing and photocopying.

· Assist in Library activities like Book Week, Summer Reading and others.

· Assist in making payroll.

· Processes, withdraws, repairs, or reconditions library materials and assist in library programs.
· Answering and forwarding phone calls to the appropriate associate. 

· Assisting in daily routine, like answering inquiries and refer patrons in need of professional assistance to librarians.



PERSONAL DETAILS  


NATIONALITY: FILIPINO�
�
BIRTHDAY: SEPTEMBER 29,1981�
�
MARITAL STATUS: MARRIED


VISA STATUS: VISIT VISA


�
�






EDUCATION 


PHILIPPINE CHRISTIAN UNIVERSITY�
�
1997 - 2001�
�
Bachelor of Science in Computer Science


�
�



Name of Academic Institution�
�
Dates attended�
�
Qualification taken and grades achieved�
�






WORK EXPERIENCE





STORE IN CHARGE


CHEFNITOY GRILLE & RESTAURANT      �
(March 2013-February 2016)�
�
Duties: 


Organizing stocks and equipments, ordering supplies and overseeing building maintenance, cleanliness and security.


Ensuring high standard of customer service is maintained.


Handling customer complaints and queries.


Working to ensure standards of hygiene is maintained in the restaurant and the employees.


Recruiting and training new staff, scheduling and developing existing employees.


Plan & adjusts menus by consulting with chefs, estimates food and profits.


Organizing for Catering and other services.


Preparing for employees monthly payroll and other benefits to be paid.


Overall in charge for the store.


�RECEPTIONIST cum CASHIER (Accounts Department)





Meeting and greeting each client & salesman that comes into the office with a warm manner.


Answering and forwarding phone calls while providing basic information when needed.


Receive and sort daily mails/deliveries/couriers.


Maintaining cleanliness in the reception area.


Receiving daily payment from salesman and preparing invoices and receipts.


Post salesman payment by recording cash, cheques, and credit cards. And make a report at the end of the day.


Making a report for each salesman’s total monthly sale for commission. 


Making a monthly report for Post Dated Cheques issued by the customer for deposit.


Assisting customer service department in monitoring customers delayed payment and irregularities.


Perform other clerical duties such as making correspondence, filing, photocopying/ scanning of customer files & faxing.





�
�
�






CAREER OBJECTIVE


I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.





SKILLS AND COMPETENCIES


Professionalism�
Computer Proficient�
Interpersonal Skills�
�
Flexibility�
Attention to detail�
Self Motivated�
�
Commitment to Career�
Trustworthiness & Ethics�
Teamwork�
�









  �





Receptionist, Secretary, Administrative Assistant, Office Clerk, Cashier, Sales Representative





    MARIA 
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