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EDUCATION ATTAINMENT: 

Graduate
-
COMPUTER PROGRAMING in BUSINESS SYSTEM 



 
 STI College Makati Philippines  

1994 - 1996
QUALIFICATIONS: 

· 5 years Sales Executive /Customer Services  - Dubai UAE 
· 10 years as Administrative Officer  - Philippines
· Computer Literate in MS Office Applications.
PROFESSIONAL EXPERIENCE:
NATIONAL TRADING DEVELOPING EST. (NTDE) 


SMOKERS CENTER BRANCH
 
Senior Sales Assistant/Cum Cashier   



Deira City Center, Mercato Mall, Dubai Mall
March 18, 2010 up to present 







JOB OBJECTIVE: 
Continuous develop and implement the marketing plan which will meet both personal and business goals of expanding sales and supports team for the achievement of customer satisfaction.  

RESPONSIBILITIES: 
● 
Responsible for all sales activities, in charge of the shop status and encourage customers to purchase products sales, answer customer queries regarding the store and products.
●
In charge of the cashiering maintain the cash always perfect and provide quick and friendly services to the customer, maintain record of sales return with customer details.
●
Maintain the product knowledge, arrange and display merchandise, check barcodes and prices if correct, merchandise and window displays as per company standard.
●
Performs all cash register preparation, verification of end of shift cash sales and deposit. 
●
Responsible to make sales order, monthly report, stock inventory report, received delivery Item from warehouse.  
●
Prepare monthly statement every month, submit expenses report to office. 
●
Provide information about warranties, manufacture specification, maintenance of merchandise and delivery item.
●
Report to supervisor, spoiled item, excess delivery item, damaged products from warehouse.
UNITED SECURITY LOGISTICS, INC. 
Makati City, Philippines

Administrative Officer 
June 2000 - October 15, 2009     


 
Job Description and Responsibilities:

•    Responsible for handling the front desk operations as well as support to all the office departments.

· Handling of company Business License to Operate for Renewal to the Government Agencies.   

· Prepare Security proposal and Quotation for the prospective clients.

· Responsible for the schedules and calendar events of the company. 

· Responsibilities and making decisions and delegating work to others in the manager's absence.
· In charge for internal and external memorandum of security personnel.
· Responsible for inventory supply and materials of office works procedures.
· Maintain the database and filling system of the agency.    

· Direct and supervises the recruitment procedure of the Security Personnel

· Manpower preparation, Maintenance of records, Monthly report, personnel evaluation

· Prepare client contract and employment contract, disciplinary action.
· Daily post monitoring of the personnel assignment to the clients. 

· Furnish and collect information (Background check of Security personnel previous employer)

· In charge for deployment of Security personnel to the client. 

· In charge of memorandum pertaining to the Agency and Clients Policy.

TROJAN SECURITY & ALLIED SERVICES 
Admin/Assistant Accounting Payroll 

June 1997 - May 2000 




 

Job Description and Responsibilities:
· Maintaining diaries and arranging appointments

· Preparing correspondence letters, presentations and report, 
· Implementing and maintaining procedures and administrative systems.

· Performing general clerical duties include photocopying, faxing, and mailing, filing and Dealing with incoming email, often corresponding on behalf of the manager, maintaining hard copy electronic filing system.
· Organizing and attending meetings and ensuring the manager is well prepared for meetings,
· Operates Accounting Software (QuickBooks and Fax Pro)
Monitoring and Posting to Payroll System.
●     Responsible for payroll salary of security personnel using FoxPro and Excel

                ●     Responsible for receivable and billing to the clients. 
· Prepare for encashment of payroll salaries of employees. 

●     Prepare check voucher of all agency payable for government agencies.

●     Replenishment for revolving of fund for various expenses per attached liquidation slips/receipts.

I am looking forward for a chance to work with your esteemed organization.
For further details. I can be reach at anytime on the above mentioned contact number and address.






MARIFLOR 


� HYPERLINK "mailto:Mariflor.109169@2freemail.com" �Mariflor.109169@2freemail.com� 











