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APPLE JOY C. PEREZ



Al Falga Building, Karama 
Dubai, United Arab Emirates
E-mail: applejoy_ajperez@yahoo.com
Mobile No. 055-711-2575
OBJECTIVE:

     A position of significant responsibility that utilizes extensive range of managerial skills, accounting managements, sales training, marketing background which will lead to greater career development.
EDUCATIONAL BACKGROUND:

     Collegiate:                      BACHELOR OF SCIENCE IN COMMERCE

                                             MAJOR IN MANAGEMENT

                                             Laguna College

                                             San Pablo City

                                             March 2002

WORKING EXPERIENCES:

     BUSINESS LINK MARKETING

     Position: Assistant Manager 

     1270 Instruccion St., Sampaloc

     Manila, Philippines

     May 2005- November 2010

Duties and Responsibilities:

· Maintain effective production through participation and involvement of people and their ideas.

· See to it that harmonious, positive relationships between people are established in the work situation.

· See to it that production goals are achieved.

· Strictly implement and execute company policies and procedures.

· Build, preserve, and enhance customer's goodwill and loyalty.

· Responsible for the integrity of all transactions in the business operations.

· Process report accurately.

· Implement and monitor company's wide promotions and activities.

· Coordinate to general manager regarding sales and other concerning business operations.

· Responsible in making sound decision making.

· Encode the incoming and outgoing stocks.

· Prepare purchase order.

· Encode post dated checks.

· Update customer's ledger.

· Prepare daily remittance form.

· Prepare cash and check deposit.

· Prepare cash voucher and check issuance.

· Provide delivery receipts and official receipts to the customers.

· Accurately prepare daily, weekly and monthly sales report.

· Make business and selling thru telephone calls.

· Do suggestive selling at all times.

· Monitor the active and inactive customers.

· Offer good customer service.

· Accomplish monthly inventory.

· Responsible in product pricing and cost cutting.

· Monitor business expenses.

· File and keep important documents.

· Entertain customer's complaints and inquiries.

     VIRTUAL VIDEO NET, INC.

     Position: Management Trainee

     29 1st St. Gilmore Ave. New Manila 

     Quezon City, Philippines

     April 2002- May 2005

               Duties and Responsibilities:

· Provide superior customer service.

· Handle customer's complaints.

· Supervise the Customer Service Associates.

· Receive all stocks in good condition.

· Encode the incoming and outgoing stocks.

· Receive promo items issuance.

· Responsible in making daily, weekly and monthly sales report.

· Create bench marking or tactics, promos in order to increase sales.

· Study market trends to determine the needs and wants of the customers.

· Make sales analysis or comparison of previous and present sales which indicates increase and decrease of sales.

· Observe business hours.

· Keep all confidential information.

· Attend meeting, seminar or training as directed by the management.

· Maintain cleanliness and orderliness of the business premises.

· Petty cash custodian.

SKILLS:

· Computer adept

· Deadline and results-oriented

· Good communication skills

· Able to do a multi-task job and able to work under pressure

· Has excellent interpersonal, presentation and motivational skills

· Customer service oriented

· Competitive, assertive, dynamic, energetic and agile
PERSONAL DATA:

     Date of Birth


:

April 17, 1982        

     Age



:

28

     Sex 



:

Female

     Height


:

5’4”

     Weight


:

110 lbs.

     Civil Status


:

Single

     Religion


:

Roman Catholic

     Citizenship


:

Filipino

     Language or Dialect

:

English and Tagalog

SEMINAR/TRAINING EXPERIENCES:  

     CALL CENTER TRAINING COURSE

     Management System Consultants (MSC)

     San Pablo City

     October 4-20, 2006 

     INTRODUCTION TO LEADERSHIP/

     SUPERVISOR’S TRAINING PROGRAM

     Virtual Video Net, Inc.

     29 1st St. Gilmore Ave. New Manila, Quezon City

     February 21, 2005

     ON-THE-JOB-TRAINING

     Rizal Commercial Banking Corp. (RCBC)

     San Pablo City

     October to January 2002

     ON-THE-JOB-TRAINING

     Rural Bank of Seven Lakes Inc.

     San Pablo City

     June to August 2001

     SENIOR MANAGEMENT SEMINAR

     Saudi Arabian Airlines

     Ninoy Aquino International Airport

     August to September 2001

       I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.

                                                                                                        APPLE JOY C. PEREZ

                                                                                                                Applicant’s Signature

