[bookmark: _GoBack]BERNADETTE BUENAVENTURA 
No. 193, M.A. Roxas St., Brgy. Kalumpang
Marikina City, Metro Manila, Philippines
+63 995 782 6217
bernabuenaventura0303@gmail.com
Philippine Passport Holder 

OBJECTIVE:  I am a multi-skilled and dedicated Professional with a Bachelor’s Degree in Business Administration, Major in Marketing. Over 5 years of total work experience in Commercial Trading and Construction Services industries in the Philippines. Seeking for a job opportunity as a Harvesting Labourer - Fruit & Vegetable Picker (Saskatchewan).

SKILLS SUMMARY: 
Office Administration         	         		High sense of loyalty and integrity
Clerical Skills	         	         			Leadership & Coordination Skills
Data Management & Reporting Skills         	Ability to lift 50lbs
Cash Handling				Critical and Methodical Thinking Skills
Sales & Customer Service	   		English Communication Skills: Oral and Written   
Accounting Principles				Ability to remain calm under pressure
Process Implementation	         	         	Adherence to occupational health and safety policies
Conflict Resolution	        			Computer Literate         	
	
WORK EXPERIENCE: 

Cashier – Secretary 
MPT MotorTech Marketing
Motorcycle Dealership – Commercial Trading  
Marikina City, Metro Manila, Philippines
2021 - Present

· Process cash and card payments using the POS - Cash Register System and return the correct change in an efficient and polite manner.
· Ensure the cleanliness of the cashier station. 
· Tally money in the cash drawer at the beginning and end of each work shift.
· Tracking of Free service coupon for reporting to supplier
· Prepare and submit Sales Reports, Service Report and Month-end Reports.
· Handling of Petty Cash
· Filing of Job Orders, Purchase Orders and Warranty Claims.
· Filing and safe-keeping employee records.
· Filing and reconciliation of Delivery Receipts.

Secretary
MAUP Builders Corporation
Construction Services 
Marikina City, Metro Manila, Philippines
2019 - 2021

· Answer inbound telephone calls promptly, directing clients, and general inquiries to relevant teams.
· Provided positive first impressions by maintaining immaculately reception areas and warmly greeting clients.
· Created accurate reports using Microsoft Excel.
· Recorded staff absences and communicated to affected teams.
· Kept stationery and office supplies well-stocked to meet operational need.
· Scanned and photocopied documents for office team members.
EDUCATION:

	Tertiary:
	Secondary:

	Bachelor of Science in Business Administration
Major in Marketing
Pamantasan ng Lungsod ng Marikina
Marikina City, Metro Manila, Philippines
Year Graduated : 2019
	Kalumpang National High School
Marikina City, Metro Manila, Philippines
Year Graduated : 2015



