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T
	
Career 
Objectives
	
To be able to work in a reputable company with enough room for professional and personal growth, where I will be given proper training to become a quality professional, develop my skills, potentials and enhance my knowledge and principles.

	Professional Attributes
	· Problem-solving skills
· Self-motivation
· Efficient
· The ability to prioritize
· Reliable
· The ability to multi-task
· Communication and Interpersonal Skill
· Team Work

	Experience
	
Assistant Branch Manager
MERCURY DRUG – CONCEPCION TARLAC BRANCH
Tarlac Philippines
January 01, 2015 - May 23, 2024

Job Description 

· Provides administrative support to branch manager within the company
· Oversees branch operations including customer service, sales, and financial transactions, and manages stocks inventory in the absence of the branch manager
· Responsible for the efficient and profitable management of the branch, sales planning and reporting
· Ensures the strict implementation of all company policies and guidelines





 
Duties and Responsibilities: 

· Plan, monitor, coordinate, organize
· Report and update on the status of the operation to the higher position
· Work on the day-to-day basis tasks to advance the production of employees, supervise and coordinate with them to ensure they are finishing their designated tasks.
· Accomplish daily, weekly and monthly reports as well as store performance in time 
· Compute and make daily sales and petty cash fund policies and procedures 
· Maintain files and records so they remain updated and easily accessible  
· Sort and distribute incoming mail and prepare outgoing mail 
· Implement appropriate selling technique like better customer service to improve productivity and meet the target sales quota 


Cashier
MERCURY DRUG – CONCEPCION TARLAC BRANCH
Tarlac Philippines
September 01, 2006- December 31, 2014

Job Description 

· Politely greet and assist customers
· Excellent customer service
· Maintain accurate records of all transactions
· Process payments accurately
· Keeps shelves/gondolas organized and clean
· Build medicine and merchandise displays
· Inventory check and re-order pharmacy supplies when needed









Duties and Responsibilities: 

· Politely welcome and greet customers when they arrive
· Assist customers attentively
· Process and collect all cash and e-payment transactions quickly and efficiently
· Issue receipts
· Refund items when needed
· Restock, build, and take inventory of store merchandise
· Apply D CAYCO (Display, Clean as You Go)
· Take inventory of store merchandise






	Education
	
Bachelor of Arts in Psychology
Tarlac State University
Tarlac City, Philippines	
April 2006




	Personal Data
	
Age		:	39 years old
Sex		:	Female 
Civil Status	:	Married
Date of Birth	:	April 28, 1985
Citizenship	:	Filipino
Languages	:	English, Tagalog




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