[image: ]CURRICULUM VITAE 
 
 	 
NAME  	 	 	 	: 	ERICKA JANE IBAY TOLENTINO 
 
DATE OF BIRTH 	 	 	: 	December 25, 1996 
 
NATIONALITY  	 	             : 	Filipino 
 
EMAIL ADDRESS 	 	 	: 	janetolentino945@gmail.com 
 
CONTACT NUMBER 	 	 	: 	+886 903129244 
 
 
FIELDS OF SPECIALIZATION : 
 	 
Finance Secretary 
Branch Cashier 
 
   
EDUCATION 	: 
 	 
Bachelor of Technical Teacher Education major in Garments and Fashion Design 
Valenzuela city Polytechnic College 
Valenzuela, City 
2013-2017 
 
 
LANGUAGE AND 
DEGREE OF PROFICIENCY 	 	: 
 	English 
 	Filipino – Fluent (mother tongue) 
 	  
 
COUNTRIES 
OF WORK EXPERIENCE 	: 
 	Philippines,  Taiwan
 
 EMPLOYMENT RECORD/WORK EXPERIENCE: 
 	 
Factory Worker 
Wistron Neweb Corporation
Hsinchu, Taiwan
2022- Present

Responsibilities  
·  Smt Quality Control
· Checking and facilitate all the in and out product.
· Checking all the email report of the supplier.
Finance Secretary/ Administrative 
Society of St Paul, Inc. 
Makati , City 
2020- 2022
 
Responsibilities – 
· Preparing all the payables of the supplier 
· Cheque Releasing 
· Preparing the supplies of the branch 
· Monitoring of rentals and other payments  
· Managing and distributing information within an office. This generally includes answering phone calls, taking memos and maintaining files, monitoring and recording expenditures. 
· Managing Administrative task 
· Assisting the Managing Director of the Company 
· In-charge for all the Renewal and application for the Government Certificates. 
· helping office members with documentation, storing, organizing and managing files. 
 
Branch Cashier 
Society of St Paul, Inc. 
Sm city Pampanga 
2018-2020 
 
Responsibilities - 
 
· Assist customers in the in-store check-out process. 
· Preparing purchase orders. 
· Managing and distributing information within the branch. This generally includes answering phones, and also taking concern of the costumers. 
· Main duties include ringing up sales, bagging items, requesting price checks, honoring coupons, collecting payment and giving appropriate change.  
· Responsible for counting the contents of cash register drawer at the end of each shift, maintaining receipts, records and withdrawals.  
· May be responsible for checking materials and supplies and reporting when stock is low. 
 








Character References :  
 
1. ) Ms. Mary Jean Olivia  Logistics  
             Society of St Paul, Inc 
             Logistics Supervisor  
0915-852-6111
 
2. ) Ms. Maricris A. Sandico 
Supervisor :  General Services and 
Admin Support 
0917-812-5193 
 
3. ) Mr. Eugene Laus  
                         Society of St Paul, Inc 
            Sales Coordinator  
0917-183-7671
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