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CAREER OBJECTIVES:
To obtain a position where I can utilize and enhance my skills and abilities for advancement in a dynamic and a fast paced workplace
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QUALIFICATIONS:
	
	Sales - Customer Service
	  Office Assistant / Staff

	
	Cashier
	
	Computer Graphic / Lay-out Artist

	  Data Entry / Encoder
	
	Purchasing Assistant
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EDUCATIONAL HIGHLIGHTS:
Microsoft Office; Lay outing / Photo Editing (ADOBE-Photoshop, CORELDRAW, Print Artist, and Art Explosion); Video Editing (Flash Macromedia, Windows Moviemaker, Image Mixer & Power DirectorX);
Basic Computer Troubleshooting and Programming.

WORKING EXPERIENCE:
OFFICE ASSISTANT / GRAPHIC ARTIST / SALES -
SONA BAZAR L.L.C.
(August 2012 -  February 2015)
Karama-Dubai, United Arab Emirates
· Respond promptly to customer queries or any issues in person, via email and phone both retail and wholesale clients. 
· Record details and daily update to managing director concerning inquiries and all transactions. 
· Responsible of employee’s visa, contracts/agreements and other legal documents. 
· Manage office, purchase office supplies, performs filing and any administrative tasks. 
· Submit quotations and prepare orders as per approved purchase order list. 
· Monitor and update customers/vendors account for non-payment and delayed payment. 
· Handle cash registry, payments, petty cash, expenses or any related accounts. 
· Negotiate courier for special services both online order, local and international deliveries. 
· Gather online marketing and wholesale customer information. 
· Recommend competitive development for sales, products, services and policy. 
· Attend trade exhibitions such Dubai International Jewelry Week, Global Village, Ramadan Night Market and other events. 
· Manage product display and maintain stock level quantity of product. 
· Edit Photo/ prepare customize order, brochure, banner, online deals and website. 
	DATA ENCODER /
	-
	PARK ‘N SHOP- SUPERMARKET

	PURCHASING ASSISTANT
	
	PROCUREMENT DEPARTMENT

	(September 2010 to April 2012)
	
	Davao City, Philippines


· Keep up to date market trends and follow up agent/supplier. 
· Evaluate product such as quality, price, discounts, terms and conditions. 
· Forecasting goods which are salable, with trade deals and promo. 
· Negotiate supplier regarding products, rentals and contracts. 
· Daily monitoring of perishable goods and stock inventory level both physical or computer graph. 
· Prepare, submit, and print approved purchase order. 
· Hark back suppliers concerning delivery, discrepancy, bad order, or any product issue. 
· Evaluate freight computation and checks billing base on rate. 
· Make entry record on cost adjustment and freight charges to RIS. 
· Assist in preparing memos or inquiries of shortages/discrepancies. 
· Check invoices against out of town P.O’s and actual delivery. 
· Keep legal documents and responsible in cash purchases and cash funding’s. 
	DEPT. SUPERVISOR /
	-
	ASIA GLASS PALACE INC

	COMPUTER LAY-OUT ARTIST
	
	CREATIVE GLASS DEPARTMENT

	(June 2009 to May 2010)
	
	Davao City, Philippines


· Assist manager to oversee each sub-department operations. 
· Suggest sale promotions, new trends and product development. 
· Handle and resolves customer complaint and operation problem. 
· Monitor daily status of mass production and customer order for the branches. 
· Maintain showroom display and make interior design for all branches. 
· Respond customer and sales branch complaints and queries. 
· Provide quotation for customer and attain marketing job (on-field). 
· Visit sites upon product installation for customers’ service satisfaction and concerns. 
· Make design of plaques, glass etching and stained glass for customer order and mass production. 
· Lay-outing for advertising materials like leaflets, flyers, portfolio, books and business cards. 
· Sit-in an actual production to all branch-sales representative for easy dealing with clients. 
· Follow-up clients balance account and collect payment. 
	SALES / OFFICE STAFF/
	-
	ASIA GLASS PALACE INC.

	COMPUTER LAY-OUT ARTIST
	
	CREATIVE GLASS DEPARTMENT

	(May 2005 to May 2009)
	
	Davao City, Philippines


· In-charge of Plaques/Trophies, Paperweights, Table Nameplates, Glass Portraits, Key Chain/Holder, Giveaways and other novelties. 
· Digital cutter/Laser Pro operator. 
· Deal directly with customers either by telephone or face to face. 
· Provide quotation and authorized collect payment. 
· Prepare and monitor branch request and customer job order. 
· Recommend appropriate and new design to customer. 
· Assist sales branch in product literature and limitations. 
· Records incoming and out coming stock from branches. 
· Conducts and Records stock inventory. 
· Generates video for store branches as product information. 

EDUCATIONAL BACKGROUND:
Bachelor of Science in Computer Science
University of Mindanao-Tagum College
Arellano St. Tagum City, Philippines
(Date Graduated: April 2005)

PERSONAL INFORMATION:
	Date of Birth
	:
	November 22, 1983

	Civil Status
	:
	Single

	Nationality
	:
	Filipino

	Language Spoken
	:
	English and Tagalog

	Religion
	:
	Christian Catholic


