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An Experienced, dependable receptionist/ saleslady currently looking to combine skills and expertise within a position that welcomes motivation while simultaneously offering a supportive environment. To obtain a responsible position where I can help the organization grow in value utilizing my experience, capabilities and abilities. Strong personality, with good public relation & negotiating skill.

	Company
	Designation
	Country
	Period

	PR3 Gas Marketing Comp
	Sales Person
	Philippines
	 Feb.2004- April. 2006



	Ding hao Restaurant
	Waitress
	Philippines
	Oct. 2000- Dec.2003

	Jollibee Fast Food

Lily’s Fashion Store
	Cashier

Promoter/Sales Person
	Philippines

Laguna

Philippines
	Dec.1993- June 1994

March1991- Dec. 1993


	CHILL SALON- Men’s /Ladies Saloon                                                 Dec. 2010 - Cancelled
Media City, Dubai, U.A.E.

Receptionist/customer service
Roles and Responsibilities :

· Greeting clients and alerting their stylist that they are there.
·  Scheduling appointments, answering phones, keeping reception area clean and tidy, and assisting styling staff in whatever way necessary.
· Knowledge and experience for quick book cash for daily transaction and management financial, cash flow statement. 
· Distribution of incoming and outgoing mail, ordering & organization of office supplies, provide support for copier, printers & fax machine, filing, computer input, and billing.


	BARE-Men’s / Ladies Saloon




         Jan. 2006- Nov. 2010    

Dubai U.A.E.
Receptionist / Sales (field)
Roles and Responsibilities:

•
Receiving and distributing messages from telephone/email as appropriate provided reception duties on behalf of the team- this will involve providing face to face contact for visitors to the service who will be dealt with in a responsive and courteous manner.

· Responding to queries promptly and in a responsive and courteous manner. Participating in business and other team meetings regarding service planning and to assist in the implementation and continual review of systems to ensure good practice. Assign to train newly employed staff per job requirements.

· Posted payments with the help of computer also. Received payments from all related members on daily basis.                                                                                                              

· Used computerized systems that involve distributing and accounting of funds. Responsible for daily bank deposits with cash or checks. Maintained records of all things as per inventory requirements at the branch. . 

· Made sure the provision of day to day supplies to colleagues as and when necessary

· Assisted on organizing repairs and maintenance of salon.
        Trade Centre                                                                             Part-Time
Dubai U.A.E.
Sales/Waitress


	                                                                          



Date of Birth


:
Dec. 27, 1976
Nationality 



:
Filipino
Marital Status


:
Single
Visa Status                                 :         Visit Visa

Place of Issue


:
Dubai

Languages Known

:
English, Filipino and Basic Arabic
COMPUTER LITERACY:

· Microsoft Office applications( MS word, Excel)
· Point of Sales (Cash Procedures )
	Philippine Women’s University
Manila Philippines
	Tourism Management


 Perpetual Help College of  Laguna                              General Education
 Laguna, Philippines

If given an opportunity to serve in your esteemed organization I assure you that I will discharge all my duties to the most care and entire satisfaction of my superiors. I hope that you will give me a chance to serve your Company and expecting a favorable reply at the earliest.

JOANNA


� HYPERLINK "mailto:Joanna.27604@2freemail.com" �Joanna.27604@2freemail.com�  
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