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· PERSONAL DETAILS

Date of Birth

 : December 20, 1979

Languages Known
 : English

Nationality

 : Filipino

Gender                       
 : Female

Relegion

 : Christian

Marital Status  
 : Married

Visa status 

 : Visit Visa

· CAREER OBJECTIVES:


To succeed in a environment of growth and excellence and earn a job which provide me job satisfaction and self development and help me achieve personal as well as organizational goal. Live honest and hard life to work in highly challenging competitive environment for the enhancement of my creative abilities and optimum profitability of the organization.

· PROFILE / SKILLS AND QUALIFICATION


· Proficient in Microsoft Word and Excel.
· A degree of Bachelor of Science in Business Administration Major in Management.
· Two (2) years experience as sales promoters in perfume industry.
· Three (3) years work experience as Accounts and Administrative work.
·  Two (2) years as a receptionist / Admin assistant.
· Have strong interpersonal skills through working experience & keen sense willingness to learn.
· Have a right of mind towards customers care and ability to establish good rapport with others especially to customers.

· Responsible for ensuring customer satisfaction and managing quality of product and service.

· Working with a sense of urgency, paying close attention to details.

· Excellent team player with great importance to team spirit.

· Positive learning attitude.

· A highly motivated professional recognized for competency and thoroughness with company.

· Can do multi tasking work.

· PROFESSIONAL EXPERIENCE

Sales  Promoter

March 31, 2013 – April 29, 2015

Al Nabeel Perfume Trading LLC.    

Al  Ain & Sharjah UAE.

DUTIES AND RESPONSIBILITIES:

· Greet customers and ascertain what each customer wants or needs.
· Responsible for displaying the perfumes.
· Discussed and explain the wide variety of products and services offered by our shop to educate customer on what we offered.

· Advised a customer on what perfumes is best on her within her/his budget.

· Maintain records related to sales.
· Responsible for knowing all aspects of each perfume to answer customer questions. 

· Responsible to know perfumes contain complex blends, so reading product information and promotional materials from the manufacturers is essential. 

· Deliver customer services in a courteous manner.

· Plan and schedule visits to point of sales to promote products and services.

· Communicate customer orders and requirements to customer service and care department.

· Ensure delivery of product to customers in a timely manner.

· Assist sales and service manager in preparing and verifying invoices, products and merchandise.

Accounting and Finance OIC

April 2011 – February 2013

Reyes Hair Company International Inc

Anonas,  Quezon  City,  Philippines

DUTIES AND RESPONSIBILITIES:

· Help the manager to supervised the staff of accounting Department.
· Records daily disbursement in the Check register.

· Monitors and prepares payment form of government compliance.

· Prepare Cash position of each month and submit to accounting and finance officer.

· Prepare check and check voucher for personal expenses of the spouses.

· Responsible on the verification of check vouchers.

· Process payroll in on-line banking  transfer of funds.

· Holding petty cash.

· Supervised the daily processing of business document by the liaison personnel.
Credit & Collection Officer

April  2010 – April 2011

Reyes Hair Company International Inc

Anonas,  Quezon City,  Philippines
DUTIES AND RESPONSIBILITIES:

· Answering, screens and refers telephone calls; takes telephone messages.
· Answering and routing telephone calls, and responding to questions and inquiries in person and in telephone as well.

· Receive and distribute incoming mails to the respective persons.

· Handle number of calls / contact and follow-up on Franchise commitment to pay.

· Always monitor the payments aging so has to provide clients with invoice reminders as the due date of payments fall due.
· compute the late payment surcharges.
· Send Statement of account for Beauty and wellness Exchange Store, MUT and Royalty monthly thru email, LBC to  Franchisee  for some reminders of over due date.

· Perform office duties, such as filling report, faxing documents, forwarding email and encoding OR and sales invoice for Franchise, co-owned and per inter-department.                                                                                                                            
Receptionist cum Admin Assistant







                January 2008- February 2010

Fieldstaffer of Almer  Manpower Inc.

 assigned in Filinvest Land Inc., Manila Philippines

DUTIES AND RESPONSIBILITIES:







· Respond to telephone, in person or electronic inquiries or forward to appropriate person.

· Provide general information to clients and the public.

· Photocopy and collage documents for distribution, mailing and filing. 

· Maintain and prepare reports from manual or electronic files, inventories, mailing lists and databases.

· Process incoming and outgoing mail, manually or electronically.

· Send and receive messages and documents using fax machine or electronic mail

· Sorting, processing and verifying applications, receipts, expenditures, forms and other documents. 

· Order office supplies, service office equipment and arrange for servicing in the case of major repairs.

· Confirming appointments and referring visitors to the proper office and / or staff member.
· EDUCATIONAL BACKGROUND




College:

Eulogio  Amang  Rodriguez  Institute of  Science and Technology.

· Bachelor of Science in Business Administration

(BSBA) 1997-2001
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