[image: image2.jpg]


 AMELIA 

OBJECTIVE

To build career in a growing company, where I can get the opportunities to prove my abilities by accepting challenges, fulfilling the organizational goal and climb the career ladder through continuous learning and commitment.

EMPLOYMENT EXPERIENCE

Secretary cum Cashier
:
 Computers,  Inc

PaseodelCongresoMalolos, Bulacan Philippines
January 2002 – March 2010

Job Description

· Introduces the product and services offered by the company to prospective clients

· Receives and process order of the customer

· Check and handling the Sales and Inventory Report
· Assigns in cashiering, Deposits cash to the bank

· Responsible in doing some clerical works, check the availability of the stocks
· Place order to the main branch, answering queries of the customers

· Accepting typing job and layouting

Cashier


:
SM Supermarket

SM North Edsa, Quezon City Philippines





March – August 1998






Job Description

· Accepting cash and charge payments made by the customers
· Helps customer through the payments option available and make change if needed

· When baggers are unavailable, I have to assist the customer bag their groceries

Secretary


:
Avon Cosmetics, Inc.

Tikay, MalolosBulacan Philippines
April – June 1997

Job Description

· Receive incoming calls/Place outgoing calls
· Prepare Expense Report of BOM

· Prepare ID of new FD’s, Attendance Report Summary and Office Supplies Requisition
· Record new FD recruits

· Log in the record book

· Forward to BOM for branch approval

· Check completeness of requirements

EDUCATIONAL ATTAINMENT

Tertiary


:
Hagonoy Institute of Technology






San Sebastian, Hagonoy, Bulacan Philippines






March 1997

Course



:
2 Year Computer Secretarial 

Secondary


:
Hagonoy Institute






San Sebastian, Hagonoy, Bulacan Philippines






March 1995

Elementary


:
Sta. Elena Elementary School






Sta. Elena Hagonoy, Bulacan Philippines






April 1991

PERSONAL INFORMATION

Date of Birth


:
July 04, 1979

Place of Birth


:
Pasay City, Philippines

Nationality


:
Filipino

Marital Status


:
Married

Languages Known

:
English, Tagalog

Visa Status


:
Husband Visa
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