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Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
OBJECTIVE:

To become a part of a dynamic group where I could further explore the skills and capabilities which I gained in the whole academic career, and to serve in a challenging  work  environment  and equally vast opportunities of career  development based upon achievements and results.
QUALIFICATION SUMMARY:


3 years of experience in office administration and 3 years of experience in sales representative.
PROFESSIONAL WORKING  EXPERIENCES:

 I . )   
Reputed Firm
               Cosmetics

        
 April 2013 –April 2015
          
Dubai, United Arab Emirates
Job Duties and Responsibilities: 
· Ascertain needs of customers and greet them pleasantly.
· Attend and respond to customer queries on beauty products to enhance sales. 
· Offer extensive beauty and cosmetic information to customers and assist them in choosing right products. 
· Ascertain customer’s beauty needs and make appropriate suggestions and demonstration. 
· Maintain personal beauty and grooming standards and upkeep customer satisfaction. 
· Maintain clean work areas and ensure adequate staffing is done. 
· Achieving goals and follow the set out plans of the company.
II.)
 Sales Representative
Payless Shoe Source

July 25, 2012-March 2013
Cubao, Philippines
Job Duties and Responsibilities: 

· Responsible for the requisition of orders and stocks.

· Keeping the Master Control of all Sales Invoices and Purchase Orders.

· Ensure that all legal papers are orderly filed.

· Handling petty cash, process payments, receives and check all delivery products.

III.)
Receptionist

SM Mall
Manila, Philippines

December 2011-May 2012

Job Duties and Responsibilities: 

· Responsible for the Incoming / Outgoing e-mails, faxes and sorting it for each day.

· Handles incoming and outgoing calls for immediate Superior.

· Responsible for buying duly approved request for office supplies and equipment.
· Operate various machines such as Computer, Fax machine, photo copy machine, Scanner.

· Maintain systematic filing system for all company documents.

· Responsible for documents delivery to other office.

· Maintain cleanliness of the executive office.
IV.)
Sales Representative
Zara Couture
Manila, Philippines

June 2011 – November 2011
Job Duties and Responsibilities: 

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining outstanding standards, solid product knowledge and all other aspects of customer service.
· Accurately and efficiently ring on registers and accurately maintain all cash and media at the registers.
V.)
Asst. Executive Secretary 

Philippine Society of Agricultural Engineers

Department of Agriculture

 Manila, Philippines

    May 2009 - May 2011
Job Duties and Responsibilities: 
· Responsible to arrange conference calls and schedule meeting, Incoming  memos,  Submissions   and reports.

· Must open, sort and distribute incoming correspondence which also includes faxes and email.

· Compile data and prepare agendas and make and make arrangements for committee.
EDUCATIONAL BACKGROUND:

            TERTIARY

:             Asian Institute of Computer Studies

                                                                          JTM Bldg. Regalado Ave. Quezon City

                                                                         Computer Science

                                                                         2007-2009

            SECONDARY

:             Sapian National High School

                                                                         Poblacion Sapian, Capiz

                                                                         2003-2007
            PRIMARY

:            Bula Elementary School

                                                                         Bula Mambusao, Capiz  

                                                                        1997-2003

 PERSONAL INFORMATION:

          
 Date of Birth

:                                  March 2, 1991

           
Age


:

              23


Citizenship
               :                                      Filipino
Place of birth 

:

Capiz, Philippines

Civil Status 

:

           Single
             
 Religion 

:

         Catholic
I hereby certify that the above information is true and correct in the best of my knowledge.
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