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Career Objective
To seek a challenging position where I can fully use my skills focusing on purchasing, customer care and office management. 
Skills
Strong interpersonal relationship.

Effective written and verbal communications skills

Computer Literate

Excellent working knowledge in Microsoft office.

Energetic and passionate about the work.   
Always ready to face new personal and professional challenges. 
Work Experience
PURCHASING ASSISTANT

Marketing Corporation

Philippines 


February 2013 – March 2015



Duties and Responsibilities
· Assists with preparing formal bid documents for items and services for the purpose of ensuring that material are in compliance with the company terms and conditions. 
· Maintains purchasing documents, files and records (e.g. Requests for Proposal, vendor files, etc.) for the purpose of ensuring the availability of documentation. 
· Processing of purchase orders to approved external suppliers. 

· Liaise with suppliers as and when necessary, using the most appropriate means, to check the product specifications, stock availability, delivery times etc. 

· Expedite purchase orders with local and national suppliers 
· Performs other related duties as assigned 
CASHIER cum PHARMACY ASSISTANT

Mercury Drug

Naga City, Philippines


August 2011 – January 2013



Duties and Responsibilities
·  Maintain the cash till accurately according to the set procedure and to keep proper records for operations. 
· Responsible for all the cash and credit sales in the till during time of operations. 
· Provide excellent customer service and to promote medicine stocks.
· Ensure all relevant cash bills or sales slips are validated by cash machine and receipts are properly stapled to purchase packaging. 
· Keep up to date with current pharmacy practice latest product registration requirements.
· Taking in and handling out prescriptions.
· Selling over the counter medicines.
Education


BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION MAJOR IN MARKETING





Ateneo De Naga University 





2005 - 2012
Seminars


Product Marketing and Management





Marketing Strategy and Execution

Personal Information
Date OF Birth:

September 30, 1989




Age:


25




Place of Birth:

Camarines Sur  Philippines





Nationality:

Filipino





Civil Status:

Single
Character References
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