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Residential Address

Bur Dubai, Dubai, U.A.E.
Educational Attainment:
Graduated with a degree 
of  Bachelor of Science in

Computer Science
University of  San Jose

Recoletos

Cebu City, Philippines
School Year: 1994 - 1998
Personal Particulars:
Height / Weight

5’ 2” / 110 lbs.

Civil Status

Married
Nationality

Filipino
Visa Status

Tourist Visa
Driving License
Holding a valid U.A.E. driving license
Languages
English, Filipino
Skills:
· Coordination skills
· Interpersonal skills

· Communication skills

· Analytical skills

· Multi-tasking

	CAREER OBJECTIVE
To express and enhance my knowledge and skills to the people surrounds me and the willingness to learn new things that would boast up my professional growth, while serving and playing an important role for company’s success and development.

ASSETS AND CAPABILITIES
· Knowledge in Computers (MS Office Word & Excel, Power Point, Corel Draw, Photo Paint, Internet etc.,
· Proficient in both oral and written communication

· With more than 8 years U.A.E. working sales experience

· With U.A.E. valid driving license
· Possess excellent communication skills and good interpersonal skills.

· Knowledge in handling clerical and administrative works

· Fast learner and always welcome to learn

WORK EXPERIENCES

         AQUA SERVE WATER REFILLING STATION
         Minglanilla, Cebu, Philippines                         

         August 2010 – December 2014
         (a water refilling station store)
         Sales Administrator cum Secretary
         Role & Responsibilities:
· Managing filing system.
· Monitoring the daily sales inventory report.
· Developing and implementing new administrative systems such as record management.
· Recording office expenditure and managing the budget.
· Maintaining supplies of stationery and equipment.
· Maintaining the condition of the office and arranging for necessary repairs.
· Responding to costumer’s inquiries and complaints.
· Answering phone inquiries and provide information.
· Receiving and sorting general incoming mails, fax and documents deliveries.
· Managing the reception area, receiving office visitors cordially & present positive image of the store.
· Ensuring proper equipment maintenance such as filter replacement and over all store maintenance.
· Processing and invoicing customer’s order.
· Supervise the work and its staff.
         FASHION COLOURS TRADING EST.

         AL MAZAYA CENTRE

         Dubai, U.A.E.                           
         April 2000 – November 2008
         (a hair accessories distributors company)
         Sales Representative cum Cashier
         Role & Responsibilities:

· Entertaining customer’s request and satisfying their needs.
· In charge of the incoming calls and dealing with the customer’s inquiries and complaints.
· Handling the cash register.
· Maintaining the flow of stocks for incoming and outgoing.
· Preparing the monthly sales report and analyzing the movement of every product.
· Responsible for the customer’s complaints with their corresponding need, wants and suggestions.
· Ensuring the cleanliness and orderliness by maintaining a neat and clean work area at all times.
· Handling petty cash.
· Assessing and updating stock availability and performs monthly stock inventory.
· Responsible for preparing daily reports pertaining sales, maintenance and requisitions of the shop.
         WHITE GOLD CLUB INC.
         Cebu City, Philippines
         May 1999 – March 2000                            
         (one of a prestigious warehouse in Cebu, Philippines)
         Secretary cum Purchaser
         Role & Responsibilities:
· Preparing daily records of all items. 
· Preparing and arranging business correspondence.
· Checking and monitoring the stocks and flow of all items.
· In charge in coordinating the sales agent and all suppliers.
· In charge for encoding and pricing the products and goods item.
· Maintaining the company clients database both soft and hard copies.
· Keeping the records of the inventory and filing important documents.
· Dealing with different companies and suppliers.
· Approving the requisition and purchase order.
         WHITE GOLD CLUB INC.

         Cebu City, Philippines

         May 1998 – April 1999

         (one of a prestigious warehouse in Cebu, Philippines)

         EDP Staff (Electronic Data Processing)

         Role & Responsibilities:
· Designing a signage for the store.
· Making calling cards, invitational cards and the likes.
· Knowledge for handling of Risograph machine and photocopier.
· Familiar with Corel Draw and its application.
· Was assigned at the services department as a Graphic Artist.
· Responsible for fixing minor problems of the POS terminals, such as improper connections.
· Checking and replacing the prices of each item for grocery and dry goods of each section.
· Maintaining the inventory of all stock items.
· Accommodating the customer’s requirements and ensure are met to their best satisfaction.
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