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Position applying for: SECRETARY cum RECEPTIONIST
Objective: 

To obtain any position in a company where my experiences, accomplishments and proficiency will allow me an opportunity for growth.

Profiles:

I am a sincere person, diligent and hard working. I have pleasant disposition and capable of working under pressure without giving in and can handle responsibilities assigned very independently.

Work Experience: 
SUPERVISOR
Zest Restaurant

IBN Batuta Mall

December 2006 – Present
· Overlook on the operation of the stores
· Handling petty cash
· Handled cash register on scheduled basis
· Manages the scheduling of the staffs & monitor the inventories.
OFFICE ASISTANT/DATA ENCODER

BP Integrated Technologies Inc.

Laguna Philippines
June 2002 – May 2006

· Inputs in computer- correspondence (local, international)

· Prepares disburse vouchers Encodes, retrieves and prints various email communication and inquiry.

· Maintain the safe keeping of records and files of incoming and outgoing business documents.

· Receive and answer telephone calls

SALES EXECUTIVE
BENCH


 

Robinson’s Los Baños Laguna Philippines
March 1999 –September 2001
· Attend to customers needs and introduce the new products or  item for their information

· Check actual deliveries of all times

· Responsible for stocktaking monthly in the boutique.

· Maintain the good impression of the boutique and window display

· Perform additional duties as required that do not interfere other responsibilities

· Reporting to the store manager.

Educational Attainment

Degree


 : Bachelor in Computer Science

1997 – 2005

 : San Pablo Colleges



           
 (Working Student, Night Class Session)
Computer Skills

Computer Literate, Microsoft Word, Excel, Power point

Personal Details
Date of Birth

: November 14, 1976

Nationality

: Filipino

Civil Status

: Single
Visa status                 : Residence visa
______________________

Applicant’s name:
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