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______________________________________________________________________________________
CAREER OBJECTIVES:


I am looking for an opportunity where I can utilize my experience for the progress of the company and myself. To uphold a good relationship and provide complete support to the entire organization and team.


I  am hardworking, dedicated and reliable. I set myself goals and to the best of my ability I achieved them, therefore I feel that I am an asset to any organization.


Herewith please find a brief description of my employment thus far. I am willing to take on any task that comes my way.

PROFESSIONAL ABILITIES AND STRENGTHS:

· Customer service oriented, excellent written and verbal communication skills, proficient with the use of computer and office equipments, multi-tasking abilities, excellent time management skills, self starter and works well with others.
WORK EXPERIENCES:

Office / Executive Administrator
Blue Bell Mobile Phones, Gargash Center, Deira, Dubai
August 2013 to September 2017


JOB DESCRIPTION:
· Work as the point of contact between the executives and clients
· Receiving calls, take messages and correspondence (e-mails)
· Handle requests and queries appropriately, provide general support to clients
· Preparing quotations, invoices, handling petty cash and daily accounts
· Produce daily, monthly reports, payroll
· Maintain diary, arrange appointments and provide reminders, post memos
· Maintain contact list, documentation and filing system
· Monitor office supplies
Sales Supervisor
Advanced Mobile Phones / New Laptop, Union Co-op Jumeirah, Dubai
April 2008 to July 2013

 JOB DESCRIPTION:
· Supervise the shift that I am scheduled
· Assisting the Manager by completing all assigned duties
· Assisting the Manager in providing a professional & excellent level of customer service w/ existing & new customers, managing customers queries & complaints
· Promoting products and services to the customers
· Monitor calls. Supervise Sales Rep. concerns & product/service questions
· Dealing w/ suppliers, placing & receiving orders, purchasing of the office supplies
· Preparing quotations, invoices, cheques, handling petty cash and daily accounts
· Keeping track of stocks, sales reports & inventory. Maintaining & filing documents
· Clean up station throughout shift. Arrange for repair and maintenance of office equipment and facilities

Sales cum Admin Assistant
Argento, Mercato Mall, Dubai
November 2006 to March 2008
 JOB DESCRIPTION:
· Handling Sales & Admin duties

· Dealing with customers about the company products
· Dealing w/ suppliers, placing & receiving orders, purchasing of the office supplies
· Keeping track of stocks, sales reports and inventory
· Preparing letters, quotations & invoices. Processing incoming and outgoing mails
· Handling petty cash & day to day accounts. Maintaining and filing all documents
· Attending incoming and outgoing telephone calls

· Clean up station throughout shift
· Arrange for repair and maintenance of office equipment and facilities

Receptionist cum Admin Assistant
Pius XII Catholic Center, Manila, Philippines
October 2004 to February 2006

JOB DESCRIPTION:

· Makes room reservation, register arriving guests, assign rooms and 


        answers inquiries regarding hotel services

· Respond to clients inquiries, requests and complaints

· Compile and check daily record sheets, guests accounts, receipts and vouchers

· Present statement of charges to departing guests and receive payments

· Answer phone calls, take messages and direct where appropriate, greet and 

        assist walk-in people, post notices/messages for residents

· Maintain professional relationships with residents, maintain resident’s 

        confidentiality, be respectful of all residents, current and former
· Clean up station throughout shift.
Financial Consultant
Ayala Life Assurance Inc., Caloocan City, Philippines
October 2002 to January 2004

JOB DESCRIPTION:

· Responsible for making appointments, meeting with clients, analyzing 


        clients financial needs. Making ethical product recommendations

· Help clients meet their financial, investments, retirement and insurance


        needs through the products and the services the company offers

· Respond to customers inquiries and requests and find opportunities to sell products

Promoter cum Cashier
Pick ‘N Nax Mart, Malabon City, Philippines

March 2002 to September 2002

JOB DESCRIPTION:

· Sell merchandise. Usually involves use of electronic scanners, cash registers, or related equipment. Often involved in processing credit cards transactions and validating checks. Prepares daily/monthly sales reports, inventory and handles petty cash.
EDUCATIONAL ATTAINMENT:


Computer Secretarial Graduate (2 yrs.) Notre Dame of Greater Manila, Philippines

Year Attended: 1999 to 2001

PERSONAL INFORMATION:

Date of Birth
:
January 4, 1983
Gender

:
Female

Citizenship
:
Filipino
