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POSITION DESIRE:   Secretary cum Receptionist
OBJECTIVES:  Position requiring innovative and challenging employment that will utilize my                                       education and skills and offers opportunity advancement.

SKILLS
:
·  Ability to tackle clerical and customer service responsibilities.

· Knowledge in Microsoft Office, Microsoft Power Point, Microsoft Excel, Website Developer, and Visual Basic Programming applications.

· Flexible with the capacity to learn quickly.

· Good interpersonal relation and communication skills.

· Dedicated and hardworking individual and have the ability to work under pressure.
_____________________________________________________________________________________
WORK EXPERIENCE

 JOB DESCRIPTION
                                        COMPANY

        
                     DATE
Follow-up Clerk                 Rouge Couture Fashion Designing              May 17, 2012-May 16, 2014
Duties and Responsibilities:

· Keeping the good relations between clients.

· Do quality control for clients order.
· Do follow-up for the delivery dates of the orders received from clients.

· And also keeping them updated for their ordered Abaya Collections.

· Contribute and carry out marketing campaigns.
· Concentrate on sales product and customer service.
· Accepting payments from the costumer.
Secretary- File Keeper                    1237 GRIDLINE INC.                July 2009 – October 2011
Duties and Responsibilities: 

· Arrange the files in order, at the case drawer.
· Checking Invoice, and updated it to the Computer Program.
· Take down notes while my superior is in the meeting.
· Keeping the office clean, well and presentable.
· Dealing with the investors, and always keep them updated in every transactions that our company have been through.
Cashier-Encoder                  Southway Square Zamboanga            July 2014 – August 2015
Duties and Responsibilities:
· Updating all sales products in the punched card machine.
· Dealing with Clients and computing their purchase order.
· Making sure that we always give a good service to our clients by giving discounts, and their receipts.
· Counting sales before leaving at the working area and surrender the cash to our supervisor every day.
· Giving good reports of the account liabilities to our supervisor daily.
EDUCATIONAL ATTAINMENT
COURSE / Qualification
                                          

  School       
                                    DATE

Bachelor of Science in Information                         COMTECH Institute                              2005-2009

And System Management            

Secondary                                                            Claret College of Isabela                   2000 –2004
Elementary                                                      Maligue Elementary School                 1994-2000
PERSONAL PROFILE
Birth Date
:
April 01, 1988 
Marital status
:
Single            
Nationality
:
Filipino            
Sex

:
Female            
Religion

:
Roman Catholic   
Language   
:  
Tagalog / Cebuano / English   


I hereby certify that the above information is true and correct to the best of my knowledge and belief.

To: HR Manager,

Dear Madam/Sir,
Please find attached here with the latest copy of my Curriculum Vitae for your review and kind perusal.

I have the honor to apply any position that fits my qualification in your prestigious company. 

, 27 years of age, Single, And a graduate of Bachelor of Science in Information and System Management at Computer

Technologies Institute (COMTECH) Inc., School Year 2005-2009.

As of my latest on the job experience for 2 years, in Rouge Couture shop of Abaya and Jalabiya.
I had a very good experience in this prestigious company. Because I have learned a lot of things, like 

Dealing with clients well, managing staff, preparing salary distribution. And balancing accounts every 

End of the month. With this experience, I know that I will still encounter a lot of works in the near future.

Because I always love to challenge my capabilities and skills that I have in me.
And I’ am well capable of handling my duty even under pressure. I’ am obedient and can easily take

instructions from my superior for whatever tasks they may assign to me. 

I’ am very hopeful that I can obtain any suitable position in your esteemed company deemed appropriate

with my qualification, experience and credentials. I can assure you that I can be an additional asset to

Your company.
I will be available for an interview anytime should you wish, to further discuss about my qualifications

Thank you very much and I hope to hear from you soon.
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