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#69 – I Howmart Road Baesa Quezon City
Mobile No. : 0922-2286327
Email :chubby_aquino2008@yahoo.com

LAILANI L. AQUINO

Experience
		March 10,2011 up to present

[bookmark: _GoBack]		SYSTEM TRAINING OFFICER                       Western Marketing Corporation
JOB SUMMARY
Performs both technical and non-technical functions and works under the supervision of the Systems Administrator. The incumbent ascertains that systems configuration; policies and procedures are properly documented, maintained and implemented within the organization.
SPECIFIC DUTIES AND RESPONSIBILITIES
· Assists in formulation of system policies, procedures, design and enhancements
· Performs back end database editing to resolve transaction errors and inventory variance
· Performs on-call technical support, operating system and network connectivity problems at Corporate Office and all WMC Branches.
· Performs extensive on-call system support on all modules of  POS and Inventory System
· Provides on-site system technical support to all WMC branches as needed
· Performs occasional diagnostics and troubleshooting of desktop computers 
· Spearheads special projects of the MIS Department as delegated by the Systems Administrator.
· Prepares other reading materials to document and convey all MIS concerns including but not limited to the following:
· new system implementation or revision
· new procedure implementation or revision
· Conducts technical orientation and training for POS and Online Inventory System for the following positions:
· Cashier
· Data Processing Specialist
· Product Specialist
· Branch Assistant/Branch Manager
· Conducts computer literacy and proficiency examination for all applicants for positions requiring computer literacy.
· Assists in the performance evaluation of  Data Processing Specialists / POS Controllers and suggests necessary course of action to the System Administrator.
· Prepares Employee Recommendation as required by the HRAD Department for all MIS staff who are candidates for regularization, probationary or contract extension.
· Performs other tasks assigned by the MIS Head.










July 06, 2010  March  09,2011	                                       Western Marketing Corporation Head Office
Treasury/Credit & Collection Clerk

·  Encode Card Sales thru Accounts Receivable
· Double checks daily card sales summary
· Match credit memo from bank to secure payment for every credit transactions



February  2006  to June 25,2010	                                                           Western Marketing Branch
Data Processing Specialist/Cashier/Card Proc.

· Create Invoice
· Accept payment
· Checks and verify credit card
· Process credit card (thru machine or manual call to banks)
· Prepare Daily Card Sales Report
· Monitors Inventory Stock level for both store and warehouse
· Prepare TERF(transaction error repot) for MIS department
· Trace all store and warehouse variance

            Oct. 30,2004 – Nov. 30,2005  				Cinderella / Esprit Marketing Corp. (SM Mall)
            Cashier/Counter Checker/ Fashion consultant
·  Assists Customer 
· Process payment
· Checks all item purchased
· Monitors stock level
· Prepare Daily / Monthly Report
· Receives  Delivery  from Head Office
· Window Display
	


Education

Teriary		Bachelor of Science in Computer Science 
			1998-2000  Computronix  College			                                           Dagupan City
· Auditor Student Supreme Council Batch 2000
1996-1998  AMA Computer College			                                 Proj. 8 Quezon City

Secondary		1992-1996  Francisco School				                                  Baesa Quezon City

Primary	             1986-1992 Lucas R. Pascual      			                                  Baesa Quezon City
							
Personal Information

		Birth Date		:		May 26,1980
		Birth Place		:		Uyong ,Labrador Pangasinan
		Age			:		38
		Marital Status		:		Married
		Height			:		5’3
		Weight			:		110 lbs.




Training
		
WIN/DSS  & SODA Functional Training			                                   March  2011
                                By:    Genie Technologies Inc.

Interests

		Internet Surfing, Cooking and Swimming

Skills

· Efficient in Microsoft word and Excel
· Customer service oriented
· Can work under pressure and with minimum supervision
· Minor PC troubleshooting
· Knowledge in POS (Ripple POS, Win/DSS)
· Knowledge in JDA System



Character References

		Ms. Jenny Raga,   Department Head MIS , Western Marketing Corporation

		MS. Angela Lim,  Treasury Head, Western Marketing Corporation

		Mr. Arnold Villanueva, IT Supervisor MIS Department, Western Marketing Corporation
			





I hereby  certify that the information given to my application is to the best of my knowledge and belief, true and correct.




                                                                                                                                                   Lailani  L. Aquino
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