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PERSONAL SUMMARY
[bookmark: _GoBack]Detail-oriented professional with experience in meeting company goals utilizing consistent and organized practices. Skilled in working under pressure and adapting to new situations and challenges to best enhance organizational brand. Frequently praised as hard-working by peers, I can be relied upon to help your company achieve its goals.

PROFESSIONAL EXPERIENCE
ASSISTANT LIAISON OFFICER –- RVD SAND AND GRAVEL
Davao City, Philippines, January 2022 – Present

· Managed business permit application, renewal of permits and licenses, and other documents from the various regulatory agencies.
· Assisted administrative duties such as processing insurance of company vehicles and building.

RETAIL SALES CASHIER --- SAUDIA GROUP OF COMPANIES
Al Rayyan, Doha, Qatar, May 2018 – May 2019

· Reconciled cash drawer at start and end of each shift, accounting for errors and resolving discrepancies.
· Processed cash, card and check transactions to complete customer transactions.
· Managed merchandised returns and exchanges by closely checking items and receipts to assess eligibility and make accurate processing decisions.
· Maintained current knowledge of store promotions and highlighted sales to customers.
· Operated cash register to record transactions accurately and efficiently.



HOUSEHOLD SERVICES WORKER --- HE Mohammad Ali JH Al Henzab
Al Rayyan, Doha, Qatar, September 2016 – May 2018

· Wiped down windows and mirrors with glass cleaner.
· Sanitized tables and countertops with cleaning solutions.
· Organized work schedules according to room location and size.
· Managed facility inventories by restocking cleaning solutions and linens.
· Cleaned and restocked restroom areas with towels and toiletries.
· Emptied trash cans and carried full trash bags to dumpsters and outside garbage bins.

WAREHOUSE CLERK --- TUFink Corp
Carmona, Cavite, Philippines, January 2016 – May 2016

· Contacted supplier representatives to make arrangements for shipping and delivery of materials.
· Compared shipments received with purchase orders to cross-reference goods ordered with goods received.
· Offered expertise in inventory management and current stock levels to internal teams to facilitate accuracy and product availability.
· Recorded information, shortages and discrepancies to keep records current and accurate.
· Monitored inventory to maintain sufficient supply levels to meet business needs.

EDUCATIONAL ATTAINMENT

	JUNE 2011- APRIL 2015	EARIST CAVITE CAMPUS
					Bachelors/ College Degree
					BS in Hospitality Management

TRAININGS AND SEMINARS ATTENDED
TESDA National Certificate II
Household Services
TESDA NCR-Manila District Office
July 7, 2016

	Host Trainee at Chili’s Philippines
Alabang Town Center, Zapote-Alabang, Metro Manila, Philippines
December 20, 2015- January 8, 2016

On-the-Job Trainee at Philippine Airlines
General Accounting Division—PAL Express
PNB Financial Center Pres. Diosdado Macapagal Ave, CCP Complex, Pasay City
February 27- June 2, 2015

On-the-Job Trainee at Atlas Sapphire Travel & Tours
Reservations Office
1547 G.Tuazon St. Sampaloc, Manila, Philippines
January 12-February 4, 2015

On-the-Job Trainee at Taal Vista Hotel
F&B Department (Restaurant) and Reservations Office
KM 60, Aguinaldo Highway, Tagaytay City 4120, Philippines
June 16- October 11, 2014

	Customer Service Excellence Training
Taal Vista Hotel
July 11, 2014

	Mock OJT at Sofitel
 (Housekeeping)
February 24, 2014

	“Strengthening HM through First-Aid Training Management” 
(Basic CPR and Carrying Techniques)
EARIST Cavite Campus
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Evelyn Perez

Email perez.evelyn0705@gmail com

Encoder | Cashier Adaress Davao City. Davao del Sur





