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MS. LIEZEL G. MONTEROSO          

Address: Bldg. 199 Shabiya, Sheika Salama Al Ain United Arab Emirates
Mobile No: +9715287799661
Email Add: zhelz_05@yahoo.com
____________________________________________________________________________________
OBJECTIVE:    
To be part in your company and to extend my knowledge and capabilities as well as offer my good services, to express and develop my skills for the mutual development of company and myself. I am sincere, hardworking and dedicated individual who has a great deal of ambition. I am seeking a position where I can develop and excel while giving my best to an employer.
EDUCATIONAL BACKGROUND:

COLLEGE

 : Manila Montessori College International

COURSE

 : Associate in Information Technology for Accountancy




  
   Timog-Delta Branch, (2006 - 2008)

HIGH SCHOOL
 : Panalaron National High School 




   
   T-Claudio St., cor. Romualdez St., Tacloban City




  
   (1997 - 2001)

ELEMENTARY
 : San Jose Elementary School




  
   San Jose Tacloban City




  
   (1991 - 1997)

WORKING HISTORY 6 + YEAR’S EXPERIENCED
      National Corporation for Tourism and Hotels (NCTH) Abu Dhabi, UAE

Assigned in Al Sadara School Cycle 1 for Boys in Administration

Office Lady, December 10, 2012 – Present
     Job Description:

· Making and Serving Tea’s and coffee to guest and Administration staff
· Transfer transactions between offices.

· Organize the files and imaging papers and administrative work

· Provide hospitality service for staff and visitors

· Keep and maintain the cleanliness of kitchen/pantry

Gant Diamond III Corp., Parco Selection Supermarket, Concepcion 1, Marikina City, Phils.
Management Information System (MIS), December 2010- December 2012

     Job Description:
· Received, checked & scanned incoming deliveries from supplier

· Making Goods Receipt Purchase Order vs. Sales Invoice through SAP applications

· Encoding Purchase Orders
· Created descriptions for new products and updated on company’s server

· Ran and submitted monthly report that monitored the total sale per categories

· Creating barcode for the shelves tag per item
· Trouble shooting of POS when error occurred
      Gingersnaps Boutique, SM Fairview City,  Phils.

      Cashier, March 01, 2010-August 01, 2010

      Job Description:
· Greet The Customers

· Receive and disburse money in establishments.

· Usually involves use of electronic scanners, cash registers, and other related equipment.

· Often involved in processing credit or debit card transactions 
· Maintain orderliness and cleanliness within the store premises.
· Comparing Comparative sales report

· Tallying of Beginning & Ending inventory of the items before closing the store

      SM Supermarket Supervalue SM Megamall, Ortigas, Mandaluyong City, Phils.
      Cashier, September 2009 – January 2010
     Job Description:

· Front counter customer service
· Receive and disburse money in establishments.

· Usually involves use of electronic scanners, cash registers, and other related equipment.

· Often involved in processing credit or debit card transactions and validating checks.
· Maintaining a neat and organized check out area.

      Filinvest Land Inc., 173 P. Gomez St., San Juan, Metro Manila, Phils.

      Property Consultant, April 2008-July 2009

     Job Description:
· Creating a customer base
· Making sales calls and contact with potential and existing customers. 
· Marketing products and services Remain updated on product knowledge. 
· Educate customers through detailed explanations and/or demonstrations. 
· Closing the sale
· Keeping records of all interaction with customers, regardless of the outcome of a sale and maintaining customer relationships after the sale.
      IPM Marketing Group of Companies, Meralco Avenue, Pasig City, Phils.
      Sales Consultant, September 2005 to May 2006
     Job Description:

· Creating a customer base, prospecting.

· Making sales calls and contact with potential and existing customers. 

· Marketing products and services Remain updated on product knowledge.

· Educate customers through detailed explanations and/or demonstrations. 

· Closing the Sale 

· Keeping records of all interaction with customers, regardless of the outcome of a sale and maintaining customer relationships after the sale.
PERSONAL INFORMATION

AGE


: 29 Years Old


BIRHTDATE

: September 25, 1984


HEIGHT

: 5’1 ft.


WEIGHT

: 46 kg.


CITIZENZHIP
: Filipino


STATUS

: Married
PASSPORT NO.
: EB0551702
SUMMARY OF QUALIFICATION:
· Self - Motivated and Goal Oriented 

· Customer Oriented

· Ability to interact with a wide range of people

· Industrious and flexible and has the set of abilities in doing a Multi Task
· Can work with a minimal supervision
· Good Working Attitude

SKILLS 

· Knowledgeable in Computer, such as Microsoft Word, Excel, Power point & (SAP) Systems Application Products
· Knowledgeable in using (POS) Point of Sale

SPECIAL ACHIEVEMENTS
· Certificate of Appreciation from Al Sadara School Cycle 1
For her real cooperation with the School Administration during the academic year 2012-2013 
· Certificate of Achievement for successfully completing the (EFST)

 Essential Food Safety Training, 

 Given by Abu Dhabi food Control Authority 
TRAINING & SEMINARS ATTENEDED:
· Essential Food Safety Training 

Abu Dhabi Food Control Authority

Held at Syscoms College

January 08, 2013
· Finishing Course for Call Center Agent 
Trilink Training & Development Corporation 

Timog Avenue, Quezon City
 
July 27 to August 8, 2009), 

· On The Job Training
     (COA) Commission on Audit, Commonwealth Avenue Quezon City
 November 2007 to March 2008
· Filling of Documents, Encoding, Searching of Documents, Sorting and faxing

· Receiving Incoming Documents 
· ELECTRONIC COMMERCE, held at Balinsasayaw, Cavite City

Manila Montessori College Int’l

(September 17, 2007)

Resource Speaker by: Ms. Joy Garner
