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	Objective
	To utilize my capability and skills in customer’s service and to render my utmost knowledge for the good of the company.

	Experience
	Aug 2002-Aug 2003
AB INDUSTRIES INC.
 Manila, Philippines

Secretary/Clerk

·  Receiving and sending correspondence through email and faxes.

· Prepare correspondence, order letters as per instruction by Manager.

· Receive incoming calls and orders. /instruction from client and relay it to proper person for execution.

·  Filing of all documents and important files and arrange manpower files thru computer in MS word format.

	
	June 2001-Aug 2002     KCC SHOPPING CENTER
Coronadal City, Phils.
Salesclerk, Counter & checker

·  Checking customer’s purchased item over the counter in terms of   quantity.       

· Listing of all merchandised on official receipt as required.

· Scanning/checking price of merchandised and its authenticity and if the price is correct based on official receipt.  

· Scanning and verification of customer’s credit card and its authenticity

	
	.  Sept 1997–July 2001
FITMART, PHILS.      Tacurong City, Philippines

Sales Clerk

· Recognizing positively with costumer in friendly and confident manner.

· Responsible for receiving and checking of stocks and incoming deliveries.

· Preparation of price, tagging of product items.

· Preparing monthly inventory and stock level status of products.

· Preparing daily report of incoming and outgoing quality of products.

	Education
	1997–2001 Sultan Kudarat Polytechnic State College.  (Tacurong, Phils)
· Bachelor of Arts in Education (Major in History)
2006- Informatics International College Computer   (Manila, Philippines)

· Hands-on Training in computer operation and software such as Microsoft Office (e.g. M.S. Word, Powerpoint and M.S. Excel) 

	 
	

	 
	 

	
	


