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  Is responsible for assisting the Branch Manager in the management of the store, overseeing the orderliness of the store. Coordinate, implements, monitors the smooth flow of the operation guided by policies and procedures, and directs overhead services in support of the Branch Manager. Implement discipline for any violation of company rules, regulations, and policies. This position involves trust and confidence.

SKILLS

· Audit Preparation
· Relationship building and Management
· Customer Retention
· Business Management
· Cash Handling
· Sales Expertise 
· Staff Development

WORK HISTORY

· Oct 2022- 	 Assistant Branch Manager 
Present	Mercury Drug Corporation, Quezon City Philippines

· Supervised and evaluated to help improve skills, achieve daily objectives and attain advancement.
· Responded to customer concerns, working with manager to significantly, raise customer satisfaction ratings.
· Developed and managed employee schedules, balancing individual request and requirements with business needs.
· Facilitated customer satisfaction by executing communication and frequent follow up.
· Implemented process improvements to increase productivity.

· Oct 2018-	Branch Administrative Assistant 
Sept 2022 	Mercury Drug Corporation, Quezon City, Philippines

· Responsible for the availability of stocks in the branch by maintaining an adequate level of inventory and an appropriate and attractive display of merchandise.
· Place order and issue Purchase Order.
·  In-charge of merchandise control such as overstock, slow moving, non-moving, and damaged items.
· Responsible for the consolidation of cash sales for deposits.
· Maintain daily back-up files.

· Sept 2018-	Pharmacy Assistant 
Feb 2004	Mercury Drug Corporation, Quezon City, Philippines

· Prepare prescription label and fill prescriptions for approval of pharmacist.
· Received stocks and logged the inventory of all medications.
· Assist customer with product selection, explained product usage.
· Proficiency in rotating stocks (First in and first out).
· Stocks shelves, flyers, cashiered and prepared price checks.
 						

EDUCATION

June 1997-		Bachelor in Political Science with Option in Public Administration
Nov 2001		Manila, Philippines

June 1992-		Caloocan High School
March 1996		Caloocan, Philippines

June 1986-		Caloocan Central Elementary 
March 1992		Caloocan, Philippines

 
SEMINARS

· Engaging the Pharmacy in the Control of Tuberculosis
CEPAII – Continuing Education for Pharmacy Assistant II
The Mercurian Pharmacy Assistant Building Trust through
Excellent Customer Service

·      	CEPA III- Guide to Over-the-Counter Medicines for 
Common Medical Condition and Good Dispensing and Storage 
Practices

·   	Seminar in Branch Administrative Assistant

·   	Seminar in Branch Assistant Manager

·   	Mercury Development Course II


CHARACTER REFERENCE

Mr. Rodel Canlas 
Branch Manager 
Mercury Drug Kamuning Sianghio Branch
Quezon City, Philippines 
8-4106412 0r 8-9270891

Ms. Marilyn Jasmin 
Branch Manager
Mercury Drug Puregold Quezon Avenue Branch
Quezon City, Philippines
8-7491732

   





