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JOCELYN 
OBJECTIVE

To obtain a position where I can utilize my experience in an office environment, my ability to adapt and learn quickly, my ability to work well with others thereby contributing to the growth of the company and improvement of my personal skills. 
SUMMARY OF QUALIFICATIONS

· Knowledgeable in Windows applications such as Microsoft Excel & Microsoft Word

· Effective in verbal and oral communication in English
· Can easily adapt to diverse environment

PROFESSIONAL EXPERIENCE

SECRETARY/ RECEPTIONIST, June-2012 to June 2016
· Ensures that meetings are effectively organized and minutes of meeting are being recorded 

· Develop and maintain a current and accurate filing system and file all correspondence and personnel records

· Communicate and facilitate seminars

· Monitor staff attendances

· Encodes memorandum and demand letters

· Responsible for own word processing, filing and general administration and clerical duties.

· Respond to public inquiries, receive direct and relay telephone and fax messages to the group/team

SM MEGA DEPARTMENT STORE- is a shopping mall owned by the largest mall developer in the Philippines, SM Prime Holdings. 

SALES CONSULTANT(JAN-2007 to Dec. 2012)
· Performs selling activities in the store to achieve individual sales target and assure space productivity of assigned outright brand/classification

· Interacts with customers on a daily basis with a view to to develop customer loyalty

· Attends to customer queries/concerns, directs them to nearest counter for payment of merchandise, and provides information on new products, events and promotions.

· Displays merchandise according to visual display standards and ensures availability of assortment in the selling area as needed.

· Checks floor-readiness of merchandise

· Provides personal shopping service

· Provides feedback to the superior on customer preferences as to merchandise quality, and packaging standards.

· Participates in periodic merchandise inventory as a measure to prevent losses and/or damages.

· Guides new hires on the job

· Prepares and submits reports as necessary
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· Maintains orderliness and cleanliness of work area
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METROPOLITAN BANK AND TRUST COMPANY – Commonly known as Metrobank is the second largest bank in the Philippines. It has diverse offering of financial services, from regular banking to insurance.

MONEY SORTER/TELLER, January  to June 2006

· Sets up the sorting machine to complete the duties for the day

· Responsible for the maintenance of the machine, which includes trouble shooting errors, jam, and other issues that may arise

· Sorts each denomination by hundreds accurately and accordingly

· Assisting pick-up tellers in counting the money

· Recognizes counterfeit, specimen, fake money from the real ones

· Identifies, sorts and secure mail containing checks, correspondence and cash items

· Accountable in balancing the vault

· Perform other related functions that maybe assigned from time to time


ADVANCE CREDIT CORPORATION – a lending company with a wide market in Luzon, Philippines
CASHIER, May to December 2005

· Payroll Administrator

· Checking of attendance, staff loan for payroll preparation every 15th & 30th of the month. 

· Compile & keeps personnel records

· Combine daily cash collection of each collectors and other walk-in customers
· Compute monthly earnings

· Responsible for daily cash & PDC deposits, cash withdrawal

· Prepares daily cash collection report & Cash Position

· Process Documents (Cash Vouchers, Promissory Note) of approved loans

· Purchase stationeries and other office materials and pay bills (electricity, rent, utilities, etc.)



14M MARKETING CORPORATION – Nestle & San Miguel distributor

SALES PERSON, June 2004 to May 2005

· Prepares daily/weekly/monthly sales report of Ginebra San Miguel & Dr. J Alcohol products

· Facilitate marketing of Ginebra San Miguel & Dr. J. Alcohol items in provincial areas
· Accomplish sales target for the month

EDUCATIONAL ATTAINMENT

TERTIARY
: 
Bachelor of Science in Commerce (Major in Computer Science)




Wesleyan University -Philippines





Mabini Ext., Cabanatuan City





2000-2004
PERSONAL DATA

Date of Birth
:
October 28, 1983 

Nationality
:
Filipino

Civil Status
:
Married

Sex

:
Female



Issued at
:
DFA Pampanga 

Issued on 
:
March 24, 2016

Visa Status
:
Visit Visa 

I hereby certify that the above information is true and correct to the best of my knowledge and belief. Character reference will be available upon request.
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