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SHEILA MAY B. SANCHEZ

Email: sheila.371791@2freemail.com
________________________________________________________________





EDUCATIONAL BACKGROUND:

Bachelor of Science in Office Administration 

Carcar City College

Cebu City, Philippines

Graduated: March 2016
SUMMARY OF QUALIFICATIONS:
• I have experienced of cashiering since May 2008.
• I have experienced as a service crew at Crunch Chicken since June 1- August 1,2014 .
• Self-motivated and proactive individual.
• Have self-discipline and good manner.
• Capable of working unsupervised and efficient in decision making.
• Coordinates the activities of subordinates.
• Can fairly work under pressure and has willingness to learn.
• Proficient with MS Office applications and handling of the Internet
• Have excellent written and verbal communication skills.
• Able to do documentation and keeping records.
• Responsible for other duties as assigned.
• Able to multitask and manage time well.

JOB EXPERIENCE:
· Crunch Chicken - a fast food restaurant chain in the Philippines.
June 1 to August 1, 2009.
(AS WORKING STUDENT)
· SERVICE CREW
· Serving Food and Drinks

· Cleaning the dining area

· Assists in the kitchen area
· MERCHANDISING STAFF

Shugon Management and Development Corp.

Talisay City, Cebu

January 01, 2017- July 30, 2017

Tasks:

1. Encodes and doing the inventory for the quantity of items received and items left.
2. Prepares reports regarding the inventory done and print them.

3. Receive and return calls to suppliers and buyers.
4. Stock products in a safe place and keeping them according to the required room temperature.
· OFFICE STAFF/ CLERK
Comelec Office Cebu City


April – May 2014

(On the Job Training)
Tasks:

1. Answer telephones, direct calls and take messages.
2. Compile, copy, sort, and file records of office activities, business transactions, and other activities.
3. Operate office machines, such as photocopiers and scanners, and personal computers.
4. Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.
5. Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.
· PRODUCTION WORKER
Monde Nissin Corp.
Mandaue, Cebu

October 01, 2009- October 30, 2010

Tasks:

1. Repacks goods/ products assigned.
2. Keeping the machine in good condition before and after using.

3. Piling products to its designated storage room.

PERSONAL DATA:


Date of Birth


: 

May 18, 1990


Age



:

27 years old


Height



:

5'1"


Religion



:

Roman Catholic


Civil Status


:

Single


Citizenship


:

Filipino


Language Proficiencies

:

Filipino and English

