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OBJECTIVE:  

    To enhance my skills as well as to enhance the different aspects of my personality to utilize, develop and learn new skills to more productive and creative individual thru working with your company. 

SKILLS:

Computer literate (Lotus, word pro, notepad, Excel, Hyperion) know how to use Fax & Xerox machine, Scan Files good communication skills systematic, goal driven, flexible, willing to learn and fast learner can work under pressure with less supervision

WORK EXPERIENCE:
Position
:
CASHIER



Position
:
CASHIER
Employer
:
Puregold Supermarket


Employer
:
Unimart Supermarket

Address
:
Shaw Boulevard, Philippines

Address
:
Ortigas,,Philippines

Duration
:
April 2003 – September 2003
Duration
:
Feb. 2004 – August 2004
Position
:
CASHIER / OIC / SALES ASSOCIATE
Employer
:
Watsons Your Personal Store

Address
:
SM Sta. Mesa Mall Branch, Philippines

Duration
:
September 2004 – March 2011
DUTIES AND RESPONSIBILITIES:
· Perform all the beginning and ending procedure at the back office and other admin perform  X-Reading to every cashier after their end of day procedure
· Ensure the safeties’ of our cash sales of the day update and print all the important memos in the lotus notes and cascade it to other employee
· Ensure that the store is always in smooth operation, settle all the problem and make necessary decisions in the absence of the store manager
· Update staff & consignor with regards to our weekly gross sales and the figure of our monthly budget. Motivate to be more familiar with our mission and vision 
· Ensure that the store and its people are always ready to give good service to every customer. Handle customer complain properly and its inquiries
· As a cashier I ensure that I properly scan all the items purchased by the customer and collect the right payment whether cash card or gift check and no customer complain and cash shortages at the end of the day
· Ensure all the items are in the proper display thru refilling of stocks and updates price
· Monitor of high value items and help our store to achieve our target sales, increase profit and lessen shrinkage
Position
:
ADMIN STAFF
Employer
:
Hanjin (HHIC) Philippines
Address
:
Zambales Philippines 

Duration
:
March 2012 – March 2015
DUTIES AND RESPONSIBILITIES:
· Input the daily attendance of our worker thru encoding their actual time in & out in our daily work report (Actual)
· Print the daily attendance of our worker thru work daily report (Plan)
· Assist our worker inquire regarding their daily attendance, salary, filed loans, & benefits
· Input our workers leave forms & monitor their filed annual leave, paternity, bereavement, marriage & sickness to avoid unpaid leave during payday
· Follow up their filed loan and updating their status in our benefits section
· Monitoring of our project’s / Block man hour thru correct & proper giving of man hour to every worker during our encoding of the daily work report (actual)
· Updating our worker regarding our new company policy, memos, benefits & announcements
· Makin & updating our occupation report & know to how to perform V-look up & other formulas   
EDUCATIONAL QUALIFICATION:

· Tertiary

:
JOSE RIZAL UNIVERSITY
Mandaluyoung City, Philippines

Graduated: 2002
· Secondary

:
HOLY CHILD HIGH SCHOOL
Villaba, Leyte Philippines

Graduated: 1998


· Primary

:
A. TUMAMAK ELEMENTARY SCHOOL
Cabunga –an Villaba, Leyte Philippines





Graduated: 1994

PERSONAL QUALITIES:
· Quick learning and hard working.

· Good communication and presentation skills.

· Independent and self-motivated.

· Organized and best structured work.

· Easy to get along with.

· Dynamic and patient and good team player.

PERSONAL INFORMATION
NATIONALITY


: Filipino
DATE OF BIRTH


: December 19th 1981
GENDER



: Female
RELIGION



: Christian  
CIVIL STATUS


: Single
LANGUAGES KNOWN

: English and Tagalog
VISA STATUS


: Visit Visa
