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Catherine
Catherine.26946@2freemail.com  
OBJECTIVE

To be able to contribute my knowledge and skills in my chosen field of work, by working with a great sense of responsibility, dedication and hard work, such that whatever expertise, training or skills, I gain will be used for development and share the growth of the company institution.


QUALIFICATIONS SUMMARY

A very determined person to learn and accept responsibility, dynamic, a confident, self starter, persistent determined, motivated, well oriented and honest person. I am a team player and well tailored for new situations. I am also flexible, effective and able to work under pressure. Along with myself management skills, I can communicate well and enjoy working with different types of people.

EDUCATION ATTAINMENT
Collage           :     New Era University (1997-1999)

Course            :     Computer Secretarial
WORK EXPERIENCE
Company:   GROWMORE INVESTMENT MANAGEMENT LLC (Dubai UAE)
Position: Secretary cum Receptionist (Feb 15, 2015- October 15, 2015)
Duties and Responsibilities:

· Attends and screens phone calls

· Set up and maintained information-filing system.

· Secretarial & Clerical Support to the management such as preparing responses and managing correspondence.
· Organize and coordinate meetings, conferences, travel arrangements for the CEO and senior officials

· Responsible in managing the entire office environment regarding its needs (such as supplies, items, cleanliness and to be well organized)

Company:  IRIS NOIR TRADING (Dubai UAE)

Position:Sales Staff cum Cashier (December 01, 2012– January 5, 2015)
Duties and Responsibilities:
· Answering telephone calls

· Knowledgeable in Retail pro, POS and credit card machine.

· Back of the office works, making reports to the manager, answering emails, filling of documents etc.

· Customer service including assisting of customers, friendly and efficient manner.

· Handling the register including all cash, POS and credit sales plus refunds and exchange.

· Stock management, restocking the items from the storeroom, assisting with inventory stock takes

· Assisted with banking weekly cash amounts.

· Responsible for providing customer service via phone.

· Assisted customers in locating merchandise.

· Offered advice to buyers, encouraged buying.

· Answered variety of questions concerning items availability, special deals, features and uses.

· Arranged ordering and delivery, filled out specific forms to process transactions or special orders.

· Communicate and received deliveries from the designer and suppliers.

· Monitored inventory periodically, maintained stocks and countered items.

Bankee Trading Inc. (Ever Commonwealth), (SM Megamall) (SM Fairview).
Position:  Sales Demo (October 05, 2005 to September 15, 2013)

Duties and Responsibilities:
· Handles stocks and monitors the stock level.

· Responsible in handling and supervising trainees.

· Maintains good sales.

· Attends meeting with the supervisors and immediate line leaders and absorbs some of the advice and strategies of the superior staff about sales and related issues.

· Attends training when there are new items to promote.
KAMISETA BOUTIQUE 

Position:  Sales Staff cum Cashier (April 06, 2005 to September 20, 2005)

SM Makati Shoe Mart
Position:  Sales Staff (October 02, 2001 to February 25, 2002)
EUNILANE Supermarket:

Position: Cashier(January 2003 to June 2003)

HI-TOP Supermarket
Position: Cashier cum Customer Service Assistant (August 2000 to September 2001)
SKILLS

Computer Literate 

Efficient in Microsoft Word, Excel, Outlook, POS (Al Ameen Software)
PERSONAL DATA
Date of Birth: 

July 31, 1980

Place of Birth: 

Manila, Philippines

Gender: 

Female

Height: 

              5’4’’


Weight: 

110 lbs.

Civil Status: 

Married

Nationality: 

Filipino

Religion: 

Roman Catholic

Language Spoken:         English and Filipino
Visa Status:

Visit Visa

