DELOS TRINOS, Grenjolyn[image: ]
14-2 Red street Goodwill 2
Sucat Paranaque City
grendelostrinos@gmail.com
09773731923


Objective:
To be part of a progressive company where i can contribute my acquired knowledge to the continuous success of the company and my career.

Educational Attainment:
University of Perpetual Help System DALTA
Las Piñas City
Bachelor of Science in Radiologic Technology
2010-2012
Ramon Pascual Institute
Dr. A. Santos Ave. Paranaque city
2006-2010
Saint Cyr Academy
Dr. A. Santos Ave. Paranaque city
2001-2006




Special Qualities and skills:
· Goal Oriented
· Cooperative
· Trustworthy
· Computer Literate
              -MS WORD
              -MS EXCEL
              -MS POWERPOINT
· with good communication skills
· is able to communicate both Filipino and English language
· willing to learn and be trained, fast learner, dependable
· can work well dependently or as a team
Personal Information:
· single
· 5'3
· Filipino
· June 6, 1994 (Paranaque City)
Training Attended: 
SEAMARJHRMTC
Integrated Training and Food and Beverage/ Housekeeping and bartending
[AUGUST 18-22 2014]
6F MARC 2000 TOWER QUIRINO ,MANILA
PAUL & SHARK CITY OF DREAMS MANILA/SHANGRI-LA PLAZA
Product Knowledge| Sales Associate| Cashiering
[OCTOBER 2014-OCTOBER 2015]
Work Experience:
Basic Box Industries Corp.
[JUNE 2023-  Present]
8426 Dr. A. Santos Ave. Sucat Parañaque City
Tel. No. 8825-7002
Sales Coordinator/Receptionist

Goodwill 2 Homeowners Association,Inc.
[AUGUST 2021- MARCH 2023]
Goodwill 2 Subivision Sucat Parañaque City 
Tel. No. 5310-5668
· Admin Office Staff-Secretary
· Cashier
Duties and Responsibilities:
· Arranges and coordinate appointments 
· Accepts inquiries through phone calls and in house
· Preparing Excel Spreadsheets
· Insures that documents filed are released on time
· Preparing excel spreadsheet for collections and disbursements
· Filing of monthly reports
· Preparing and encoding collections and disbursements
· Serving good customer service
· Assists Customers/ Homeowners/Tenants
· Other duties as assigned

Paramount Travel & Immigration Consultancy
[APRIL 2018-JUNE 2018]
 605 D Fountain Breeze, Lombos St.
 Brgy San Isidro, Parañaque City 
Tel.  No: 533-6442 / 553-6879

· Secretary

Duties and Responsibilities:
· Arranges and coordinate appointments 
· Determines what visas and other documents are required for travel; Processing clients passports to immigration
· Formatting of legal documents; Check the authenticity of all documents submitted; Checks all relevant papers
· Coordinating with clients office  staff for delivery and other relevant arrangements; receiving documents for signatory
· Preparing Excel Spreadsheets
· Insures that documents filed are released on time
· Filling up forms of foreign clients, by extending their passports validity
· Applying our clients their working permits and ID's
· Screening Incoming calls
· Other duties as assigned

Paul & Shark City of Dreams Manila
[OCTOBER 2016- MARCH 2017]
Noble House
UNIT 202 SHOPS AT THE BOULEVARD,CITY OF DREAMS,ASEANA BLVD,BRGY.TAMBO PARANAQUE CITY
(02)8933682
· Sales Associate
· Cashier
Dorothy Perkins Rockwell
[OCTOBER 2016]
Topserve Agency
· Trainee
· Sales Associate

Paul & Shark City of Dreams Manila
[OCTOBER 2014-OCTOBER 2015]
BRANDGATEWAY INC.
UNIT 202 SHOPS AT THE BOULEVARD,CITY OF DREAMS,ASEANA BLVD,BRGY.TAMBO PARANAQUE CITY
(02)8933682
· Sales Associate
· Cashier
· Officer In Charge
Wastons Personal Care Store Philippines (Department Store,Beauty by SM)
[NOVEMBER 2013-APRIL 2014]
SM BF PARANAQUE
•Sales Associate
Duties And Responsibilities:
· Assists Customers
· I may use my sales enthusiasm and strong communication skills to assist in realizing the company's sales goals
· Experience in a retail environment along with excellent customer service acumen to meet and exceed the assigned targets.

Character Reference:
Jay-Mark J. Legaspi
Area Supervisor
[image: ]09172793290
Allan C. Vertucio
Retail Operations Manager
09178079446
Herminio D. Sacramento,Jr.
Cargo Operations Manager
0917 870 1692

I hereby certify that all information stated herein is true and correct to the best of my knowledge and belief.
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