AILYN.11228@2freemail.com 

Dear Sir/Madam,

I am writing to your good office in hope of finding a position that suits my qualification and experiences. I have attached my CV for your reference.

Presently, I am working as Showroom Administrator in CASANA LLC, I reported directly to the owner/director with all issues concerning the Administration, Showroom and Sampling department. I have a lot of responsibilities in my hand which includes support for all staff; dealing with clients and suppliers for new collection; residential and contract projects;  handling all fabrics and wallpaper orders, enquiries, shipping and receiving. My main target is to make sure that items will come on time as per the time frame given to Designers. I am the contact person for any issues arising in the office/showroom in a day to day basis; in operations, stationeries, passport collection, staff issues, monthly attendance sheet and maintenance for the office/showroom. 

As an employee, I would bring focus on a friendly, competent and top quality service, exceeding expectations of the customers and of the management. I work well with the staffs and can work under pressure. I am well-organized, a multi-tasker and have an eye for details. I am hard-working, flexible and focused on what I do. I am always open to new ideas and knowledge that will help me grow. I believe that this dedication to work and experiences, plus my ten (10) years in Dubai will be an advantage to your company.

Please inform me if you want to have an interview at your most convenient time, to discuss more about myself and to know the possibilities of being hired. 

Thank you for your time in reading my mail.

Sincerely Yours,

MS. AILYN 
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C u r r i c u l u m    V i t a e    o f
MS. NORALYN  
CAREER  OBJECTIVES :
To be a part of reliable company that provides equal opportunities  for  growth,  professional  development, training  and  experience, where I can utilize my skills while performing at my best abilities, gain more knowledge and give significant contribution for the benefit of the company.
PERSONAL  STRENGTHS :
Self motivated, determined, Team player, Open minded, passionate, and work energizes others.  Perform tasks with dedication, integrity, transparency, and professionalism.
Visa Status :    

Residence Visa 

till October 2017

Religion :    

Catholic

Country :    

Philippines
Civil Status :    

Single

Language :    

Tagalog, English 
REFERENCES ARE 

AVAILABLE UPON 

REQUEST

Professional Experience :
SHOWROOM ADMINISTRATOR / COORDINATOR     
CASANA LLC . - Dubai, UAE          
(October  2007 -  present)   --- Handles Residential and Contract Projects
Dealing with client’s enquiries/tenders/projects

Front desk coverage, knowledgeable in sales skills & customer services,  Responsible for general administrative duties;  Keep secured & systematic files of records.  
Prepare quotes/proformas, answering the telephone, managing various task, archiving, following up calls, inputting information, taking messages, answer emails & other correspondences etc..

Handles petty cash fund,  record payments/invoices; Placing orders; Follow-up payments/shipment collections of the clients

Prepares some bill payments in coordination with Accountant


Keeping records of employee visa/ licenses/renewals documents as well as company licenses/renewals/certificates 
Training new staff about product knowledge, daily task, sales skills and customer services.
Assisting colleagues providing regular feedback and guidance on performance related issues. 

coordinating office management tasks to improve the efficiency of the company,  provide support to Managers and staff to help develop their skills and capabilities.

Assist  in showroom & stockroom organization, receiving execution. 
Handle office equipments, supplies, storage, and maintenance issues with building management

Professional Experience :                                                                                                      -- continuation --
SHOWROOM COORDINATOR    -   ZIMMER+ROHDE  LLC . -   Dubai, UAE          
 (October  2006 -  June 2007) 
· Assist customers needs, inquiries, orders and requests / Sales/Telemarketing – introduce and offers new products range and collections / Making quotes and proformas / Data encoding, answering phone calls, emails and other correspondences, reports out of stocks items to be order  / Do the sampling quotations, requests and orders  / Monitors & organize cuttings; memos; hangers; books/catalogues, as well as the whole showroom /   Keep secured and systematic files,  items, display and supplies in order  /  Noting / prepares client’s request for samples and catalogues  /  maintain the showroom or display area in order /  Performs other functions as may be assigned from time to time
TELE-SALES cum DATA ENCODER  -   BUSET INVESTMENT COMPANY . -   Dubai, UAE          
(January 2006  - Sept  2006)  

· Data encoding / Tele-marketing / Sales Agent  /  Perform such other functions as maybe assigned from time to time

PA/SECRETARY    -  BRIGHT HORIZON SHIPPING &  FORWARDING  CO.. -   Dubai, UAE          

(October 2005  to  December  2005)
· Schedules appointment / meetings. Prepares documents, reports, correspondences, vouchers, receipts, Bill of Ladings & Certificates / Liable for Incoming-Outgoing calls  /  Perform such other functions as maybe assigned from time to time

SECRETARY    -   DEPARTMENT OF SCIENCE & TECHNOLOGY,   Philippines   - (Government)
(October 5, 1994  to  September 16, 2005)
· Prepares documents, reports, plans;  data documentation; do the slides & graphic presentations;  Make follow-ups;  Keeps secured & systematic files of letters, reports, documents & records;  Answering phone calls; emails & other correspondences, notice of meetings, reservation, queries, complaints & suggestions  

SECRETARY cum TEACHER ASST.   - CREST VIEW ACADEMY, Philippines   - (Private School)
(June 1, 1991 to October 4, 1994)
· Prepare school requirements / Assist in Distribution & Collection / Cashiering / Prepare vouchers & statement of accounts  / List and records data for the school year /  Records incoming-outgoing correspondences  /  slides & graphic PowerPoint presentations / Keep systematic files of important documents  
Educational  Background : 

· Bachelor of Science in              Perpetual Help College of Rizal
    1996
            in Commerce Major in
      Pamplona,  Las Pinas,  M.  Mla.

Computer  Management
· Secretarial/Gen. Clerical
      Perpetual Help College of Rizal
     1991
    
                                                    Pamplona,   Las  Pinas, M. Mla.
Skills & Qualifications :
· Typing,  Emailing, Internet Surfing/Browsing,  Computer Literate :  

       (MS Word, PowerPoint, Excel, Slides and Graphic Presentations, Email)

· Can work with a team or independently;  Can easily  work with others &  willing to learn new skills / ideas.
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