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JENNY  
Email address: jenny.368799@2freemail.com 
CAREER OBJECTIVES: To obtain a position where my capabilities, knowledge, and skills in handling different individuals can be effectively utilized to support the organization and contribute to company/institution profit.

PERSONAL INFORMATION:


Married, Born June 28,1988, Sto.Domingo Lubao,Pampanga, Philippines. Filipino Citizenship, Roman Catholic. Good command on communication skills both in oral and written (English and Filipino). Able to learn quickly, demonstrate flexibility and persistence, dependable, analytical and hardworking can work well independently and as team.
WORKING EXPERIENCE: 

	Puregold Price Club Inc. 

October 7, 2013 - March 26,  2017

Floridablanca Branch, Brgy. San Antonio Floridablanca,Philippines

Finance Staff

Concorde Car Accessories

Sm Pampanga, City of San Fernando,Philippines

Cashier

February 16, 2012 to July 22, 2012

Surplus Marketing Corporation

Sm Pampanga, City of San Fernando,Philippines

Cashier

September 23, 2010 to February 18, 2011


	JOB DESCRIPTION:

INVENTORY CONTROL STAFF

♦ Responsible in assissting Inventory Control Department of its processes in the store.

♦ Performs test of transactions by conducting count on selected items.

♦ Conducts monthly segregation of Aging of Inventory report and No Sales report to aid Store Operations in determining standard inventory level and identify slow moving items.

♦ Performs other task that may be assigned from time to time by the immediate superior.

AUDIT STAFF

♦ Payroll processing of indirect worker.

♦ Assist in planning and organizing wiith the team the compliance audit projects.

♦ Understands the Company’s business, standards, policies and processes, familiarizes with the company’s retail system(JDA) and point-of-sale(POS) and other related software and programs.

♦ Compiles information and prepares reports and analyses results of compliance audits with appropriate recommendations. Submits audit reports, checklist and working papers on time.

♦ Develops and maintaining productive relationships with operations people and management through individual contacts and group meetings.

♦ Performs related work as assigned by the management.

PAYABLES STAFF

♦ Process reconciliation and balancing of payables documents(Sales invoice) of the company.

♦ Ensures timely transmittal of documents to head office.

♦ Ensures timely posting of adjustments and transactions.

CASHIER

♦ Responsible on establishing standard procedure in carrying out specific task of providing full customer satisfaction; collects, records, and controls all the cash, checks and credit card transaction.

♦ Ensures optimum customers satisfaction by being courteous at all items; always serve the customer a smile.

♦ Responsible in rendering fast, accurate and excellence service.


EDUCATIONAL  ATTAINMENT: 

♦ TERTIARY
   Bachelor of Science in Business Administration 

   Major in Banking and Finance

    Guagua National Colleges

    Guagua, Pampanga

    2005 – 2009

 ♦ SECONDARY
    San Vicente High School

    San Vicente Lubao, Pmpanga

    2000 – 2004

♦ ELEMENTARY

   San Miguel Elementary School

   San Miguel Lubao, Pampanga

   1994 - 2000
ORGANIZATION/MEMBERSHIP: 
Guagua National Colleges

Member Junior Bankers Association

On The Job Training

Philippine National Bank

Inventory Control Department Training Workshops

Puregold Dau,Philippines

August 8 and 15, 2014

SKILLS/INTEREST: 
· Knowledge in computer applications such MS Word, MS Excel, Power Point

Presentation, MMS

· Filing and Updating records/ documents.

· Can perform multiple tasks.

· Can work with minimal supervision.

DECLARATION:


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










______________________










         Jenny 
