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Myra C. Torregoza

 
Flat 202, Old Pakistani Consulate, Sunshine Bldg. 3 Bur Dubai

E-mail: myra_042181@yahoo.com
Mobile # 050-687 7013
 

 

Objectives:
 

To be part in a company that I can share my expertise and knowledge in business and to enhance it so I can be more effective and productive for the success of the firm.
 

Expertise:
 

 Admin cum Receptionist



La Cefrade Food Corporation
                                                                                    CTH Bldg. MacArthur Hi Way







City of San Fernando, Pampanga                              

                                                                                     June 2, 2004 - May 15, 2008

 

Duties and Responsibilities
· Computing payroll / monthly salary 
· Issuing checks to the account payables
· Doing the bank transaction
· Handling the accounts receivables
· Making follow up for the account receivables
· Receiving and checking stock prices
· Checking of inventories and making tally
· Preparing monthly report

· Filling of Documents

· Arranging meeting with client

· Assisting client need 

· Handling telephone call with proper etiquette

    
 Cost Control Officer



Ala Crème Cakeshop and Café







3933 Balibago Angeles City








 May, 2002 – June 1, 2004


Duties and Responsibilities

· Checking daily inventories

· Purchasing of supply

· Maintaining the marginal marked up of the company

· Product costing

· Maintaining the expenses will not go beyond the budget

· Preventing unnecessary expenses

· Making reports to the manager

Sales Representative                                                  Anson 
                                                                                     Jenra Mall Bldg. Sto. Rosario St., 

                                                                                      Angeles City Philippines

                                                                                      March, 2001 - June, 2002
Job Descriptions
· Assisting guess needs 
· Preparing the store before it opens
· Finding for the stock
· Greeting guess when they come and attending there needs
· Giving great service for customer satisfaction
· Understanding all the product/services we provide 
· Listing all the sales you made in ledger

Education:

 

              Master of Business Management                  Republic Central Colleges
                                                                                        Angeles City, Philippines

                                                                                         36 units / April 2008

 

            Bachelor of Business Management                  Republic Central Colleges
                                                                                         Angeles City, Philippines

                                                                                         18/ units 

    

            Master of Arts in Education                            Pampanga Agricultural College
                                                                                        Magalang, Pampanga Philippines

                                                                                        9 units

 

            Bachelor of Elementary Education                  Republic Central Colleges
                                                                                          Angeles City Philippines

                                                                                          April 6, 2002

            

            Secondary                                                           Dolores High School  
                                                                                          Magalang, Pampanga

 

            Elementary                                                          San Miguel Elementary School
                                                                                          Magalang, Pampanga

 

Skills:
 

            Computer Literate (Excel, Word, PowerPoint)

            Good Communication Skills

            Hardworking

 

Personal Data:
 

            Age

:
27yrs old

            Birthday
:
April 21, 1981

            Nationality
:
Filipino

            Status

:
Married

            Passport#
:
UU0230706

            Visa Status
:
Visit Visa

Visa Expiration:
Sept. 22, 2008[image: image2.png]



