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To contact this candidate send CV No by SMS to
4971505905010 with your company name, position
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CAREER OBJECTIVE
Sales Assistant with strong background in Retail Sales, Administrative work And Customer Service Support. I have 3 years experience as a Customer Service and 2 years experience as a Administrative Assistant. Team oriented and working well in a collaborative environment.
Now I am seeking a position as a Retail Sales, Customer Services and Administrative Assistant with a company where I can use my talents and skills to grow and expand the company.
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LANGUAGE SKILL
English , ( Chinese - Elementary level )
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AREAS OF EXPERTISE
	
	Administrative Works
	
	Merchandise

	
	Customer Service
	
	Creative Sales Techniques

	
	Cold Call Sales
	  Events Planning and Organizing

	
	Brand share
	  Inside and Outside Sales

	
	Service Sales
	
	Product Knowledge Development

	
	Long Term Sales
	
	Sales presentations

	
	Product Sales
	
	Strong Computer Skill

	
	Inventory Control
	  Graphic Design and Editing Knowledge

	  Food and Beverage Service
	
	Printing Service

	
	
	
	



PROFESSIONAL EXPERIENCE
Shwe Super Light Co., Ltd
(Coffee Manufacturing and Wholesale in Myanmar)
ADMINISTRATIVE ASSISTANT
03December 2011 to 31December 2013
Key Responsibilities :
Meeting and greeting clients and visitors to the office. Typing documents.
Distributing memos.
Handling incoming / outgoing calls. Faxing, Printing, Copying , Scanning.
Updating & maintain the holiday, absence and training records of staff. Creating and modifying documents using Microsoft Office/Excel. Updating, processing and filing of all documents .
Checking email.
Recording, compiling, transcribing and distributing the minutes of meetings.
Blazon Department Store (Creation Myanmar Co., Ltd)
SALES ASSISTANT
04October 2009 to 30November 2011
Key Responsibilities :
Having meeting in every morning.
Receiving & ordering the stocks from suppliers.
Checking prices, price labels, security tags, quality, Cleanliness etc…
Planning for the seasonal promotion and weekly, monthly promotion. Understanding of pricing and proposal models.
Handling Customer complaints.
Listing damage and reporting to the Supervisor. Any other tasks as assigned by any Manager.
Savoy Hotel (Yangon , Myanmar)
WAITRESS – FINE DINING RESTAURANT
21January 2008 to 12July 2009
Key Responsibilities :
Attend service briefing and check duties assignment. Perform pre opening duties.
Table is always laid out in accordance with the standard. Side stations are fully stocked.
Greet, meet and seat guest.
Be familiar with restaurant menu items, promotion and special items. Checking satisfaction.
To do clearance after customer finish their meals. Handling complaints.
To prepare bill and task payment.
Thanks guest for coming and invite them to come again. Perform all closing duties and handover properly to next shift. Any other tasks assignby management.

EDUCATION
BACHELOR OF ART , National University of Art & Culture.  15 December 2010
B.A (Painting)

OTHER TRAININGS AND SEMINARS ATTENDED
· Food & Beverage Professional Service Training 
(Star Resources Tourism and Hospitality Management Academy ) 
· Office Course (May Zone Training Center) 
· Chinese Language Certificate - 4 skills 
· LCCI LEVEL I + II (Book-Keeping and Account) 
· Professional Graphic Design Course (Media Point Computer Training Center) 
· Video Editing Course (Media Point Computer Training Center) 
	
	

	
	

	
	
	

	PERSONAL INFORMATION
	

	Gender
	: Female
	

	
	
	

	Visa Status
	: Visit Visa 

	Date of Birth
	: 15.12.1991
	

	Nationality
	: Myanmar
	

	Height
	: 5’4”
	

	Marital Status
	: Married
	

	
	
	

	
	

	
	

	
	
	



