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Contact
  :   +639360813253
Email
  :    regoniarandy@yahoo.com
Address
  :    B6 L30, Acacia Street, Cristina Homes, Caloocan City, Philippines
	OBJECTIVES


To acquire a challenging job seat (Executive Virtual Assistant / General Virtual Assistant) in which I can use all the knowledge and work experiences I’ve learned in practicing my chosen profession with full honesty, integrity and passion.

	JOB PRACTICES


· Customer Service Representative (Healthcare)__                              _______  _______________ ____ _ ___________  ___
Teleperformance Philippines 


Jan. 2022  – Oct. 2022
· In-charge in answering phone inbound calls for pre enrolment application for healthcare insurance 
· Assess qualification of client for enrolment process
· Discuss plan benefit for plan 2023 thru phone and process enrolment of qualified prospects.
· Coordinates with system related issues to team leader 
· Retail Store Supervisor_________________
______________________________________________________________________________

The Outlet People (Capital)

SM The Block , Quezon City 


June 2018 – Oct. 2018

· In-charge for the attainment of sales target, leads to minimized OPEX, and utilized shrinkage control

· Reviews manpower and space productivity and identify areas of improvements.

· Implements cost effective measures to improve productivity and profitability

· Monitors availability and replenishments of stocks (footwear and apparel). 

· Retail Store Supervisor___
_____
______________________________________________________________________________

Citistores Inc. (Uno Factory Outlet)

Robinsons Town Mall,  Malabon City


May 2017 – Oct. 2017

· In-charge for the attainment of sales target, leads to minimized OPEX, and utilized shrinkage control

· Reviews manpower and space productivity and identify areas of improvements.

· Implements cost effective measures to improve productivity and profitability

· Monitors availability and replenishments of stocks. 

· Retail Store Manager


_____

__

__________
  ____________________

Watsons Personal Care Stores Inc.

Susano Mall, Novaliches, Quezon City


February 2015 – April 2017

· Monitors and reviews sales performance and recommends action plans to deliver sales budget.

· Reviews manpower and space productivity and identify areas of improvements.

· Implements cost effective measures to improve productivity and profitability

· Creates measures to minimize losses and damages

· Monitors availability and replenishments of stocks 

· Provides a pleasant shopping environment and strict adherence to customer’s service standards

· Cascades ongoing promotions, activities, memos, bulletins following the standards powertalk guidelines on a regular basis, daily cash audit of vault contents

· Monitors compliance on GAP check, POG execution, Price change, and other ROS

· Coaches employees on the job and recommend interventions required for promotion 

· Branch General Accountant 

_____

__

__________
  ____________________

Dahab Exchange 

Dubai, UAE
February 2007 – Dec. 2014

· Update bank records such as debits, credits, cheques, recon on daily basis
· Prepares telegraphic transfers for approval of Director

· Process entries on journal book 

· Process payment on payment voucher book 

· Prepare payroll entries during monthend summary 

· Inventory Auditor



____




___________________
Watsons Personal Care Store Inc.

Pasay City, Philippines

August 2005 – January 2007

· Check all financial reports against its compliance with both the internal financial management handbook and pertinent accounting standards, including regulatory requirements.

· Check and reconcile posting of daily sales report if tally to posting of corporate merchandise management system report.

· Conducts comprehensive physical count inventory counting, managed branch count standards and provide measures as per company approval.

· Reconcile incoming and outgoing branch inventory transfers posted to corporate merchandise management system.

· Assess branch inventory loss, provide findings and measures.

· Provide physical count findings and recommendations to be forwarded to Financial Manager.

· Internal Auditor









__________
Foodsphere Inc. (CDO)

Valenzuela City, Philippines

November 2004 – May 2005

· In – charge of documentation and checking of incoming and outgoing stocks as per invoice.
· Counter checked stock summary reported by warehouse manager and report pertaining discrepancy.
· Perform day to day checking of stocks before transmitting to branches / agents.
· Report substantial stock loss and findings and provide recommendation to top management.
· Service Crew / Cashier / Kitchen Staff



_
____________________________

Mcdonalds Philippines

Monumento, Caloocan City

March 2002 – Sept. 2004

· In – charge of preparation of food in the kitchen area
· Perform cashiering duties 
· Assign as dining person and maintain cleanliness at all times
· Perform overall task assigned by superior.
	PART TIME JOBS


· E-Com Virtual Assistant __
______________________________________________________________________________

Francesca Online Shop  


Jan. 2019

· Real Estate Referral  Staff
______________________________________________________________________________

Filinvest International   


Jan. 2018
· Health Insurance Agent   __
______________________________________________________________________________

Prulife UK  


July 2018
	EDUCATION


· Master in Business Administration

University of Caloocan City (2018-2019)
· Bachelor of Science in Business Administration

Major in Management Accounting  -  University of the East (2000-2004)

· Civil Service Board Passer

	TRAININGS AND SEMINARS


· Real Estate Virtual Assistant 
Mar. 2022
· Social Media Management 
Feb. 2022
· Basic VA 101 
Jan. 2022
· E-Com / FB Ads  

Jan. 2019

· Real Estate Basics
Jan. 2018
· Health Insurance Policy
July 2018
· Middle East BAnking
Oct. 2007
· Retail Management
Sept.2005
· Public Health Safety
Oct. 2002
	 SOFTWARES


Salesforce, Telesales, Avaya, Citrix, Retalix, Tally, CASMEX, EXMAN, SYMEX, (MMS) Merchandise Management System, MS Word, MS Excel, MS Powerpoint, Canva, Google Suites, 
	PERSONAL


Birthdate
             :
25 August 1983

Civil Status
             :
Married

Citizenship
             :
Filipino

Religion

             :
Catholic

Randy B. Regonia

Applicant

