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PERSONAL DATA

Date of Birth:      May 02, 1990
Place of Birth:     Philippines
Age:                      25 years old
Gender
:             Female
Civil Status:          Single
Citizenship:          Filipino

	OBJECTIVES
To effectively use and enhance my skills and knowledge in marketing or any position available to meet the goals of the company and exceed the expectations of the customers.
WORK EXPERIENCE
SECRETARY/RECEPTIONIST 
Oxygen Advertising and Event Management

Al OmranBldg, Hamdan Street, Abu Dhabi, UAE

June 2015 - July 2015

· Compose correspondence and requests for quotes to prospect clients.
· Process change orders, quote requests, directives, etc
·  Filing of bid documents, contracts, subcontracts, and purchase orders
· Schedule meetings and arrange conference rooms.

· Prepare correspondence and stuff mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.

· Prepare confidential and sensitive documents.

· Operate office equipment, such as photocopy machine and scanner.

· Relay directives, instructions and assignment to executives.
· Receive and relay telephone messages.

· Provide administrative and clerical support to departments or individuals.
SENIOR SALES AGENT

Roberta Biagi

CUERPO TRADING LLC

Nation Galleria Corniche St., Abu Dhabi UAE

May 2014 - June 2015

· To manage the inventory and determine seasonal trends and adjust displays as needed 
· Provide prompt, efficient and courteous guest service. Maintain a clean, guest friendly environment
· To ensure all merchandise are properly displayed and in charge of visualizing the store. 
· Count the day's money transactions at the end of the day.
STORE SUPERVISOR

American Eagle Outfitters

SM Lanang Premiere JP Laurel Bajada, Davao City., Philippines

June 2013 - January 2014

· Responsible for setting weekly sales goals and objectives and implementing strategies to see they are met.

· To ensure smooth operation of the store as a whole.

· To act as a front line customer service agent to try and smooth things over and to authorize returns and refunds, deal with general customer complaints and help customers enjoy their experience in the store.

BRANCH SUPERVISOR

Cecil’s Snack Inn & Bakeshop Inc.

Trust Home Depot Building

Quimpo Blvd Ecoland road Davao City., Philippines

November 2011 - April 2013

· Estimate food consumption, place orders with suppliers, and schedule delivery of fresh food and beverages. 
· Check quality of deliveries of fresh food and baked goods
· Schedule staff work hours and activities.
· Administration, filing, segregation and proper transfer of incoming and outgoing transmittals, memorandums, communications, and delivery receipts.

· Responsible for coordinating with all departments of the company in order to assure that all documents are kept in the right place and in the right department file archive.

EDUCATIONAL BACKGROUND
Business Administration major in MARKETING

ATENEO DE DAVAO UNIVERSITY
Jacinto, Davao City, Philippines
Year: 2011

AREAS OF EXPERTISE
· Willing to work on a shift basis including evenings and weekends.

· Ability to take ownership of issues and to work alone with little or no supervision.

· Extremely organized with high level of attention to detail.

· Ability to respond to timeframes and deadlines with pace.

· Ability to communicate with individuals at all levels of an organization.
· Excellent oral and written communication skills.
· Proficient in MS Office (Word, Excel, and PowerPoint).
REFERENCES 

Available upon request
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