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	Objective 

	
	Seeking a professional and challenging position where I can utilize my skills and capabilities. 
To explore my self to



	experience

	
	SKYPHONE  ELECTRONICS 
	Sept. 08, 2006 to present 

	
	Sales Clerk / Personal Assistant 

Duties and Responsibilities: 
· Attending incoming and outgoing calls.
· Responsible for encoding customer’s SIM application for Etisalat.

· Responsible for checking all the documents provided by the customers are correct before submitting to Etisalat.

· Dealing with incoming faxes and post.

· Responsible for updating the records for the sold and unsold Sim cards.
· Responsible for producing documents, briefing papers and reports.

· Arranged printing and photocopying on request.

· Responsible for organizing the paper works or documents and computer-base information.

	
	711 MEDI-EXPRESS PHARMACY
	Oct. 30, 2004 to March 30, 2006

	
	Pharmacy Assistant 
Duties and Responsibilities: 
· Responsible for dispensing of medicine to in-patient and out-patient.
· Responsible for receiving order’s and deliveries from suppliers.

· Responsible for updating the price and items being delivered.

· Responsible for checking medicine stocks availability.

· Encoding all the incoming and outgoing medicine stocks. 

	
	ST. MARTIN DE PORRES CHARITY HOSPITAL
	Aug. 17, 1999 to Oct. 30, 2004

	
	Pharmacy Assistant 

Duties and Responsibilities: 
· Responsible for dispensing of medicine to in-patient and out-patient.

· Counseling patient with regards to the dosage regimen of the medicine.

· Responsible for receiving order’s and deliveries from suppliers.

· Responsible for updating the price and items being delivered. 

· Responsible for checking medicine stocks availability.

· Encoding all the incoming and outgoing medicine stocks.

	PERSONAL INFORMATION

	
	Date of Birth: May 26, 1975

Religion: Christian 

Nationality: Filipino

Civil Status: Single
	

	EDUCATION 

	
	Tertiary

Adamson University 
	1997

	
	San Marcelino St., Ermita, Manila, Philippines
Bachelor of Science in Pharmacy

	
	Secondary
Marcopper High School

Tapian Sta. Cruz, Marinduque, Philippines
	1992

	
	Primary
Tapian Elementary School

Tapian Sta. Ctuz, Marinduque, Philippines
	1988

	
	Skills 
· Computer literate.

· Communicates effectively in oral and written English 

· Can easily adjust with the pressure of work

· Sincere, hardworking and dedicated towards work

· Ability to quickly learn and adapt new information for the success of the company.




I hereby acknowledge the facts set forth are certified true and correct.
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