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CAREER OBJECTIVE



To impart my knowledge  and  skills in support of the mission and objectives of your prestigious and respectable company.

Position Desire:
  Office Staff or Sales Associate
WORKING EXPERIENCE


JOCSON COLLEGE INC.
Position:  Administrative Assistant
October 2013 – May 2015
1st Street Balibago, Angeles City
Pampanga, Philippines

Job Description/Duties and Responsibilities:

· Answer telephone, screen and direct calls 

· Take and relay messages

· Provide information to callers

· Greet persons entering organization

· Direct persons to correct destination

· Deal with queries from the public and customers

· Monitor visitor access and maintain security awareness

· Prepare correspondence and documents

· Receive and sort mail and deliveries

· Schedule appointments

· Maintain appointment diary either manually or electronically

· Control inventory relevant to reception area

· Tidy and maintain the reception area
SM Department Store
Position:  Checker
April 26 – August 26, 2013
Baliwag, Bulacan Philippines
Job Description/Duties and Responsibilities:

· Operates cash register to itemize and total customer's purchases in grocery, department, or other retail store: Reviews price sheets to note price changes and sale items.
Robinsons Starmills Pampanga
Department Store

Position:  Sales Clerk  (Health and Beauty)

May 2010 – November 2010

Job Description/Duties and Responsibilities:

· Provide superior customer service and achieved sales goal.
· Identified superior customer service and achieved sales goal.
· Maintained store display and visual appearance.
· Identified customer’s requirement and recommended suggestions, pushed products and maximized sales.
· Assisted in updating customer database.
· Helped with sales and improving revenue generation.
· Developed and maintained positive customer relationship.
· Assisted in arranging stock display and transfers.
· Sold products to customer and ensured customer satisfaction.
· Achieved sales goal through add on sales.
· Followed customer purchases and recommended new upcoming events and products. Analyzed and resolve customer issues.
Skills:

· Computer literate in Microsoft Word, Excel, Power Point, and Internet Access.
· Ability to operate all equipment necessary to perform the job.
· Ability to communicate with associates and customer.
· Ability to read, count, and write to accurately complete all documentation.
· Skill in reading, spelling, and simple arithmetic.
· Skill in following verbal and written instructions.
· Skill in basic filing and recordkeeping.
· Fluent in several languages (English, Tagalog)
EDUCATIONAL BACKGROUND


JOCSON COLLEGE INC.
Associate in Computer Technology
Graduated  April2013
School Year 2011-2013
PERSONAL INFORMATION



Date of Birth

: May 18, 1992
Height


:5’4”

Religion
               :Catholic

Civil Status

:Single

Nationality 

:Filipino

