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REENALYN
Email: reenalyn.341264@2freemail.com 
CAREER OBJECTIVE

I'm a dynamic, team-spirited and results oriented individual seeking to utilize my skills and experience to contribute your organization’s growth and objectives.

EDUCATION

Bachelor of Arts in Communication Major in Broadcast Journalism

Holy Angel University, Angeles City Pampanga, Philippines (S.Y. 2010 – 2014)

PROFESSIONAL EXPERIENCE

Operations Assistant (North Luzon 2)  |  July 2014 – August 2016  |  Shoemart Inc. (SM Group)

Functioned as primary liaison to operations and management team, and to customers. Handled multifaceted clerical tasks (e.g, daily sales report, records, filing, and management) as the operations assistant to the Assistant Vice President and to our 7 branches. Quickly became a trusted employee known for “can-do” attitude, flexibility and high-quality work, and was shortlisted for promotion as Department Supervisor.

· Consolidates and peruses all the reports being submitted to executives, merchandising managers and operations team and ensures reports are being submitted on or before set deadline

· Secures that our team provides excellent customer service at all times

· Prepares presentations by following specific instructions and ensure that all travel arrangements are handled on time
· Participates to opening team

· Monitors the sales of our branches to ensure sales target is being met

· Coordinates the details of corporate events such as seminars and meetings and ensures that minutes of meetings are properly recorded and summarized

SUMMARY OF SKILLS

· Possess excellent verbal and written communication skills and ability to take direction

· In-depth knowledge of the process and standards of business operation

· Excellent organizational and time management skills

· Diplomatic, positive attitude and ability to perform tasks under pressure

· Strong leadership with strong supervisory skills

· Achieved computer proficiency and an expert user of Open Office, Microsoft Word, Excel and Powerpoint, and knowledgeable of Adobe Photoshop CS4 and Power Director 

· Strong research and coordination skills

· Technology savvy

SEMINARS ATTENDED

· Back to Basics: An HR Orientation (June 24, 2016)

· Seminar focusing Customer Service (February 18, 2016)

· Physical and Cyclical Count Orientation (December 4, 2014)

· 10th EdukCircle Convention on Media Communication (September 1, 2013)

· Post Pamiyabe: A Creative and Script Writing Seminar (July 29, 2013)

· Behind the Lens: A Photography Seminar (December 6, 2012)

· The Power of a Mighty Pen: Creative Writing and Social Media (August 24, 2012)

· DPP Chillin Pampanga: Photography and Print Media Convention (September 22, 2012)

· 7th and 5th Annual Conference for Journalism and MassComm Students of the Philippines (August 4, 2012 & August 1, 2010)

· Advertising Talk 2 (January 14, 2012)

· On and Off Camera (2010)

PERSONAL DATA

Visa Status  :  Visit Visa

   Nationality  :  Filipino
  Civil Status :  Single

Age : 23 years old


   Height  :  5’4”

  Birthdate :  August 23, 1993

ACHIEVEMENTS

· Best Thesis (April 22, 2014)

· Dean’s Lister: Academic Excellence (S.Y 2012 – 2014)

· People’s Choice Award on a Film Making Competition (March 28, 2014)

· Special Citation on 3rd CineKabalen Festival (December 6, 2013)

· Best in Cinematography, Actress and Kapampangan Culture Awards (December 6, 2013)

· 1st Runner Up, Ms. Photogenic, Best in Talent andTheme Wear for Mr. and Ms. College of Arts Sciences and Education (September 24, 2013)

· Award of Merit for Communication Creative and of Excellence for Audio Visual for 2nd Quill Awards (October2013)

· 3rd Best Advocacy Campaign (October 2013)

· Best Documentary on 2nd Docu Fest for CommLeague (March 2013)

· 1st Runner Up and Ms. Bubbly Tea for Mr. and Ms. Communication Arts (March 2013)

· 2nd Best Documentary on 1st Docu Fest for CommLeague (March 2012)

I hereby certify that all information stated above are true and therefore allows the company to verify given data.
