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Gulfjobseeker.com CV No: 1452282

Mobile 971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 
WORK EXPERIENCE
· April 22, 2015 – up to present

Office Clerk General
(Al Ghlfat General Trading LLC)

Al Qaizi Bldg., 208, Salah Al din Strt.,Deira, Dubai, UAE

· January 23, 2013 – January 23, 2015
Sales Representative
(2 years contract finished)

/X~pression Division)

Al Jurf, Ajman, UAE

Al Safeer Gallery Branch 2, P.O box 22320, Industrial Area 1, Sharjah, UAE

· October 2011- January 2013 
 Hotel Receptionist/Front desk clerk
(1 year and 3 months)
 HOTEL NICANOR, San Jose Street







 Dumaguete City, Negros Oriental, 6200, Ph.

JOB DISCRIPTION: 

                                 In office:
· Responsible for  incoming and outgoing calls

· Complete and mail bills, contracts, policies, invoices and checks

· Handling Basic Bookkeeping, banking transactions, compile copy, sort and file records of office activities, business transactions and other activities.
· Operate Office machines such as photocopier, scanners, facsimile machines, and personal computers.

                                   In sales:

· Handling Cosmetics, Perfumes and Fashion Accessories.
· Provide complete and appropriate solutions for every customer to achieve sales goal and maximize customer satisfaction.
· Explaining how products works, demonstrating how to use products, performing makeover.


In Hotel:

· Greeted, registered, and assigned rooms to guests.
· Answered telephonic and in-person queries related to hotel services and resolve any issues
· Handling light bookkeeping, updates shift diaries, report maintenance issues.
EDUCATIONAL ATTAINMENT
· ELEMENTARY

ST. LUKE CHRISTIAN SCHOOL

Canlaon City, Negros Oriental, 6223




Year graduated - (March 2000)
· SECONDARY

JOSE B. CARDENAS MEMORIAL HIGHSCHOOL






Canlaon City, Negros Oriental, 6223

Year graduated – (April 2005)

· TERTIARY


NEGROS ORIENTAL STATE UNIVERSITY

Dumaguete City, Negros Oriental, 6200

Year graduated – (March 2010)
PERSONAL INFORMATION
Date of Birth: July 12, 1989

Place of Birth: Canlaon City, Negros Oriental, Ph
Nationality: Filipino

Age: 26
Height: 5’1

Weight: 47kls.
Status: Single
Languages: English, Filipino, Cebuano, illonggo
Educational status: College Graduate
I hereby enclosed that the above information are correct and true to the best of my knowledge.

