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Qualifications Summary

· Highly motivated individual that carry 19 years of experience in retail.
· Skilled at interacting with people from different social backgrounds with a keen ability to work well under high duress. 
· Ability to set priorities effectively. 

· Proficient in English communication

· Computer literate (Microsoft Office)

· Accustomed to work in fast paced environment
· Work well under pressure
· Has willingness to take new challenges and responsibilities to enhance more knowledge.

· Possess excellent organizational, communication and inter-personal skills.

Professional Experience
Landmark Group (The Baby shop LLC.) Feb 2007 – Present 
Summary:

Retail Operation Executive (February 2014 – Present)
Major projects:
PSA (personalized shoppers assist) program launched in GCC
A customer service concept – specialized for pregnant and expecting mom.

i. Takes care of the project from planning, launching up to daily monitoring on its update and progress.
ii. Launched a weekly sales monitoring of the PSA, focusing on ATV, UPT, and Sales Contribution 

iii. Prepares weekly report and send to GCC concept managers + concept office managers including CEO and COO.

Queue Rail project launched in GCC

A add on service that focuses on impulse buying at the cash counter area.

i. Takes care of the project from planning, layout, VMG, launched and merchandising.
ii. Ensures merchandising change as per time line required.
iii. Maintain weekly & monthly report.

Retail Operation news letter

An operation channel of communication to whole GCC  focusing on the customer service, longest invoice competition, territories activities and events, territories initiative on increasing the sales and store openings + training article from the training manager 

i. Writes the customer service article

ii. Compile all the content and liaise with the designer for the design art of the letter.

iii. Responsible for the distribution of the letter to all GCC.

Receptionist (August 2011 - February 2014)
Job Description
· Handles incoming and outgoing calls(mainly international calls)Approximately 200 calls a day
· Takes care of day to day managers and suppliers appointment/meeting from booking to arrival of the venue and transportation back to their respective location.
· Receiving visitors in the office, their inquiries and needs from cheque collection and etc.

· Handles admin work(e.g. managers monthly mobile bill/managers petrol card/all staffs land line bill

· Handles suppliers query and concern

· Updates bulletin board for staffs and management awareness

· Takes care of sending local samples to supplier

· Receiving international shipment from supplier

· Takes care of office maintenance work

Head Cashier (July 2009 – August 2011)
Job Description:
· Handles maximum 5 cashiers in the stores – from training, development and ensuring task accomplishment.
· Responsible for back office admin work (petty cash, attendance, sales report and etc.)
· Responsible on day to day task  in cash counter
· Ensures excellent customer service from cashiers
· Responsible on job delegation to cashiers

· Review cashiers daily, weekly and monthly report , before sending to head office

Senior Sales Staff (February 2007 – August 2009)

Job Description:

· Ensures customer service at its best
· Does merchandising display

· Takes care of replenishment order and daily sales report.
Watson Group of Companies (Ayala Center Cebu, Phil’s) - December 2004 – May 2005
Dept. Supervisor
· Staff training and management
· Handles Customer queries & complains
· Handling admin work, e.g. (reports, petty cash, safe)

· Responsible on daily banking of sales.

The Body shop Int’l.Phils. (SM/ Ayala Branch Cebu) - Nov.2002 – Dec.2004
Store Supervisor
· Responsible on Day to Day business & stock analysis
· Responsible on staff management, orientations and motivations

· Ensuring all reports are tallied specially cash related.

· Creates marketing strategies & telemarketing
· Handle customer complaints in a win- win situation.
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Elvira


Email Add: � HYPERLINK "mailto:Elvira.198313@2freemail.com" �Elvira.198313@2freemail.com� 


Sex:              	Female


Birthday:   	March 24, 1980


Civil Status:   	Married


Citizenship: 	Filipino


Language Spoken: English, Filipino & Arabic


         





EDUCATIONAL BACKGROUND 


Bachelor of Science & Commerce (major in business administration) 


University of Cebu (2002 – 2005)





SHORT TERM DEGREE:    


Bachelor of Science & Information Technology (M.S word, excel & power point)








