[image: image1.jpg]


   
 OBJECTIVE

    Seeking a career where I can contribute my skills and experience in the field of sales or office administration that offers genuine opportunity for progression
QUALIFICATION

· Over 3 years of experience working in retail sales and customer service environment
· Skilled in areas of cashier management and inventory

· Experienced to work effectively in an office environment
· Hardworking, energetic and reliable; recognized for assuring additional responsibilities
WORK EXPERIENCES

Sales associate cum shop-in-charge
Etihad Salehia

Dubai (IBN Battuta, Deira City Center, Marina Walk and Dyafah St.)
January 2007 – August 2010
· Maintaining good customer relation by providing a friendly environment ,detailed knowledge of product and acknowledging each customer before leaving  
· Coordinate and direct other staff regarding display, delivery and availability of stocks
· Answers telephone for orders/ queries from customers regarding stocks
· Commended for building strong rapport with customers by understanding their needs by clearly explaining our products

· Making out sales, receiving cash, debit and credit card payments, bagging purchases and giving receipts
· Achieve sales targets and maximize sales by consistently promoting a culture of customer service
· Generate reports on daily sales and monthly inventory
· Forward necessary reports to management
Customer Service

Rahmanian Haute Couture

Sharjah, UAE
August – October 2006

· Accommodate customers by providing quality service
· Assist customers and take measurements in try room

· Help repair and attach if there are any spare parts of the gowns damaged
· Check returned gown sets if its complete or have some damaged
· Assist merchandise and window display
· Keeping track of customers’ record  and staff’s records of daily job report
Receptionist cum accounts

Magnetics International Est.

Jebel - Ali Free zone
June – July 2006 (reliever)
· Answers and transfers calls to appropriate individual or department

· Maintain accurate record of calls
· Schedule and confirm appointment for clients

· Makes inquiry letters and prepares local purchase order (LPO)
· Updates accounts payable

· Prepare cheque payment voucher and cheques
· Carry out administrative duties
Accounting clerk

Pacubas General Services, Inc.

Cebu City, Philippines

March 2003- December 2005
· Checks employees’ daily time record

· Assists in the preparation of payroll

· Distributes employees’ salary

· Encodes and prepares payment for employees monthly benefit contribution

· Records employees cash fund contribution
· Update clients’ accounts payable 
· Prepares clients’ statement of accounts including its attachment e.g. certificates, notification, 

 daily time record, etc.
EDUCATIONAL BACKGROUND

College
:
Bachelor of Science in Accountancy



Cebu Institute of Technology, Cebu Philippines

Secondary
:
Andres Soriano Memorial School de la Salle



DAS Toledo City, Cebu Philippines


SKILLS

· Salesmanship

· Customer Care
· Proficient in Microsoft Word and Excel
PERSONAL DATA

Age

:
28
Birth Date
:
19 August 1981

Height

:
5’0

Citizenship
:
Filipino

Civil Status 
:
Single

Religion
: 
Roman Catholic

Language Known
:
English & Filipino
Visa Status
:
employment (finish contract on August 2010)                                                                                                                                  
CHERYLL
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