JOAN 
Al RIGGA, UAE
Email Address: joan.160846@2freemail.com
	OBJECTIVE


· To obtain a position that will enable me to use my strong organizational skills, and ability to work well with people.
· To be a part of prestige company and allow me to work to the fullest of my ability and professional competence towards the attainment of the success and goals of the company.

	HIGHLIGHTS OF QUALIFICATIONS


· Computer knowledge Microsoft Office, Words, Excel Web Browsing, and net surfing.

· 6 years’ work experience in United Arab of Emirates 

· Position handles and experience ( Logistics Assistant, Customer Service Representative, Cashier payables, Relationship Officer ) 
· Education : Bachelor of Science in Foreign Service
· Hardworking, Honest, Highly trainable and enthusiastic

· Good customer relation skills

· Can work efficiently under pressure

· Able to handle wide range task and different level of people
· Aggressive to work and with high sense of urgency

· Able to handle multiple task and projects simultaneously from conception to completion.

· Quickly absorbs and retain new information and procedures.

	WORK EXPERIENCE AND FUNCTIONS


     RELATIONSHIP OFFICER                                            DUNIA FINANCE LLC
    NOVEMBER 2014 TO PRESENT                      Dubai, United Arab Emirates
· Ensure full awareness of all products provided and is constantly updated on all changes and amendments on product features, procedures and processes.
· Promote products (credit cards, personal loan, and car loan) by providing consistent, accurate and transparent information to customers.
· Achieve monthly sales targets assigned and contribute to the overall achievement of the team.
· Follow up and close selling/cross selling lead referral
· Establish and maintain strong professional relationships/connections internally and externally
· Handling customer enquiries and delivering excellent service through communication and team work.
· Ensure that policies and guidelines are consistently & strictly followed.
ACCOUNTS / PAYABLES (CASHIER)

AL FAROOJ RESTAURANT 

SEPTEMBER 2012 - 2014


             Dubai, United Arab Emirates


· Accountable for Restaurant Payables – Cahier restaurant operation 

· Assist Store Manager for daily activities, customer’s complaints and promoting new line of products.

· Handles stock inventory report and submit daily basis to store in charge

· Giving customers satisfaction of service and highly quality of products

· Helps maintain the HACCP compliance for housekeeping 

· Responsible for order taking for corporate accounts for special occasion and delivery. 
ERP LOGISTICS ASSISTANT)


EMIRATES FOOD POINT 

OCTOBER 2011- JUNE 2012


Dubai, United Arab Emirates


·  Accountable for Daily Operation such Dispatch schedule , Ordering System,  preparation of Daily report , etc
· creating work flow procedures, imparting product training
· helping generate reports and providing expertise to develop sound business solutions
· needs to ensure that the system developed meets the business requirements of the clients
· Ensure effective coordination, planning, and control of the developed ERP system.
· Assist Shift Supervisor for deployment of staff and workers for daily operation in the production.
CUSTOMER SERVICE REPRESENTATIVE
TELETECH  

APRIL 2008- MARCH 2009


PHILIPPINES


· Providing good service to customer with satisfaction

· Accountable for handling customer enquiry, complaints, giving right information to callers in well manner

· Endorsing company product and insist quality information to be able to avail and purchase.

· Always giving customers information, right details, suggestion for the company product.

· Facilitate follow-up on the status of each quotations submitted

· Handle Company Profile to submit to prospective clients

· Prepare Sales and Marketing Plan

	PERSONAL DATA


BIRTHDATE:


NOVEMBER 29, 1980
CIVIL STATUS:

Single

NATIONALITY:

Filipino
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