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            MARIA KRISTINA HAZEL S. FERRER 

              #210 CARAEL DIST., DAGUPAN CITY, PHILIPPINES

        0942-5996046 / 0945-6501651

POSITION APPLYING: OFFICE STAFF/OFFICE ENCODER

OBJECTIVE: To be able to serve the company with all my best, effort and through the range where my knowledge or wisdom could reach according to the will of the company.

QUALIFICATION SUMMARY: 

· Great physical viability and endurance at all assigned job undertakings.

·  Excellent performance consistency on both quantitative and qualitative sense.

·  Immense flexibility in terms of work assignments and the work hours.

·  Follow great deal of professional approach and work ethics towards assigned jobs.

·  Resourceful in the completion of projects and effective at multi tasking.

·  Devoted to the business and the customer. 

PROFESSIONAL BACKGROUND:

1. PRESENTLY WORKING AS STOCK-IN ENCODER SINCE 2005 AT CITY SUPERMARKET , INCORPORATED.

· DATA ENCODER (GROCERY DEPARTMENT)

    *ENCODING RECEIVING STOCKS (STOCK-IN) BASED FROM SALES INVOICES.

    *ATTACHING THE HARD/PRINT COPY OF STOCK-IN TO EACH SALES INVOICES.

    *ENCODING TRANSMITTAL & PREPARING ALL RECEIVED SALES INVOICES (EVERYDAY) TO BE  TRANSMITTED TO THE ACCOUNTING DEPARTMENT IN ADMIN OFFICE.

    *SENDING THE STOCK-IN REPORT THROUGH E-MAIL TO ALL OUTLETS, WAREHOUSE MANAGER, AND GENERAL MANAGER.

     *PROVIDING A PRINT/HARD COPY OF STOCK-IN FOR THE ATTACHMENT OF SALES INVOICES AND FOR THE COPIES OF INVENTORY CLERKS.

2. ON-THE-JOB-TRAINING (OJT) ----

    SAMIQUE TRADING & SERVICES

   PASIG LINE, STA. ANA MANILA PHILIPPINES

· ENCODING ALL THE INVOICES.

· FILING OF INVOICES.

3. SHIRTS DEPOT COMPANY ----

    P. TUAZON CORNER, CUBAO QUEZON CITY, PHILIPPINES

                      OCTOBER, 2003 – MARCH, 2004

· OFFICE STAFF

· ENCODING AND FILING ALL THE INVOICES.

· SALES INVOICING.

· BARCODING

EDUCATIONAL BACKGROUND:

          COLLEGE:

UNIVERSITY OF PANGASINAN

COMPUTER SCIENCE

MAJOR IN BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY

SY: 2000-2004

          SECONDARY:

UNIVERSITY OF PANGASINAN

ARELLANO ST., DAG. CITY

SY: 1996-2000

          PRIMARY:

CARAEL ELEMENTARY SCHOOL

CARAEL DISTRICT DAGUPAN CITY

SY: 1990-1996

PERSONAL DETAILS:

          SEX:                 FEMALE

          CIVIL STATUS:   MARRIED

          BIRTHDAY:           DECEMBER 9, 1982

          BIRTHPLACE:      DAGUPAN CITY, PANGASINAN

          CITIZENSHIP:    FILIPINO

          RELIGION:         ROMAN CATHOLIC

          HEIGHT:            5 ft.

CHARACTER REFERENCES:

MS. MARISA CARANTO

-PAYROLL OFFICER-

CITY SUPERMARKET INC.

LUCAO DIST., DAG. CITY, PHILIPPINES

CONTACT NO.: 0923-7402276

MRS. EMILY VIRAY

-WAREHOUSE MANAGER-

CSI BODEGA, BRGY. MATIC-MATIC

STA. BARBARA, PANGASINAN

CONTACT NO.: 0922-8082154

MRS. ESTELA B. AQUINO

-GENERAL MANAGER-

ACCESERVE TECH., INC.

STA. ANA, MANILA, PHILIPPINES

CONTACT NO.: 0917-8443437

