   

Dear Sir/Madam,




Experience and confidence will bring me to the opportunity of working with the high profile company like yours. It is my privilege to submit my personal details and reiterate my capabilities to work on your company.

Through hard work and dedication, I have grown immensely during the past nine years of working. I am capable of doing clerical works excellently, responsible, hardworking, result oriented and fast learner. I am very much familiar interacting with different characteristics of person and know how to handle unexpected situation professionally. Trustworthy is the essence of a good relationship with colleague and as well as loyalty with the employer, for that I could be count in. 

I do have the ability to work professionally in an environment with different types of people regardless of nationalities.


I am flexible and eager to learn from others, able to successfully handle multiple tasks at one time, quickly assess and address sudden and unforeseen problems effectively.

I am looking forward to be a part of your company that I could possibly contribute my capabilities based on my experiences.

Please find attachment for my curriculum vitae for your reference.

Sincerely Yours, 
  

Lynn 
Dubai
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OBJECTIVE: 
To be a competitive individual as performing efficiently where I can utilize my knowledge and skills in contribution to the success of the organization through my exceptional skills and experience. 

GOOD QUALIFICATIONS
· Exceptional versatility and adaptability

· Hard working individual

· Excellent communication and team-building skills

· Ability to manage multiple task in a pressured environment

· Ability to monitor and leads a working team

· Skilled, organized, fast learner, trustworthy, independent 

· Strong desire to acquire new knowledge 

· Highly reliable and well organized 

· Ability to work accurately and deal with high workload 

· Good interpersonal skills 

· Hard working and enjoy taking up new challenges

· Professional with pleasant personality

· Creative and avid learner

· With sense of responsibility
· Honest, reliable and resourceful
PROFESSIONAL SKILLS

Interpersonal and Teamwork Skills

· Entrusted to process confidential employee records 

· Interacted with a wide variety of nationalities

Customer Service

· Interacted efficiently with clients

· Responsible for daily sales transactions

· Attending to clients appointment thru extensive professional telephone techniques  

· Deals with complaints and respond effectively

Procurement Officer
· Product Purchases
· Data Handling

· Communication With Suppliers

Computer Skills
· Proficient in using personal computer skills program such as MS Office applications WORD, EXCEL, POWERPOINT and OUTLOOK, Internet surfing.

EMPLOYMENT HISTORY

Brand Coordinator 

Arabesq- Abu Issa Brothers Investment
Dubai, United Arab Emirates

From: June, 2014 till present 

	· Partner with every outlet center and media vendors to plan specific promotional opportunities and grass roots of marketing programs designed to drive increased sales and profit on a store by store basis.


	· Maintain design production timelines that will ensure targeted deliveries for the merchants. 


	· Analyze selling history in order to maximize future sales and margins.


	· Serve as primary liaison with merchandising and store operations teams to process requests for advertising elements that support overall marketing objectives. Elements include direct mail, in-store signage; photo shoots center needs, and external media.


	· Understand how to see the merchant’s vision of brands.



	· Flexibility to multi-task in a high stress environment and complete task from start to finish.



	· Coordinate e-mail and web-site marketing with e-commerce team.



	· Report monthly to the Brand Manager regarding the target sales of all shops.



	· Updating the purchase budget and the remaining budget for all the brands.



	· Update Marketing Database and Marketing Promotional Calendar as promotions are added and changed.



	· Managing files.



	· Managing inventory of assets and supplies, monitoring critical of stocks, sourcing for supplies and submitting invoices.



	· Coordinating between departments and operating units in resolving day to day administrative and operational problems.



	· Follow up to the Finance regarding payments, cheque for the Local and Foreign suppliers.




Cashier/ Sales

Arabesq- Abu Issa Brothers Investment
Dubai Mall, Dubai United Arab Emirates
From: May 2011- May 2014
	· Welcome the customers and operate cash registers to compute any record.

                                                 

	· Handle cash and credit payments; make change, give receipts, account for all payments and perform relate clerical duties in many kinds of businesses.



	· Should inspect the sales items, match sales slips with the prices    on the merchandise.



	· During closing time count the money and make the daily sales report.

          

	· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greetings and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service.



	· Maintain an awareness of all advertisements and promotion, assist in floor moves, merchandising, place on show maintenance and housekeeping.



	· Assist in processing and replenishing merchandise and monitoring floor stock, aid customers in locating merchandise exchange a few words the customer requests to management.



	· Assist in ringing up sales at register and bagging merchandise.                                         



	· Fill up the Overtime form for all the staff, local stocks ordering, making barcodes for all the items and updating all items in the supply chain like transferring.




Cashier/ Sales

Zalatimo/ Gold Gourmet- Abu Issa Brothers Investment  
Doha, Qatar 

From: August, 2009 to April, 2011

	· Assisting the Customers and ask their orders.


	· Prepare sweets, chocolates and doing some design in different boxes or cans.


	· Received payments and thank the customer and invite them to come back.



Food Server 
Tony Roma’s Restaurant- International Trading Franchises L.L.C
Batutta Mall, Dubai, United Arab Emirates
From:  February 2008 – October 2008         
	· Provide immediate warm and friendly greetings to the guest.



	· Obtain and ring in food or drink orders. Deliver food or drink. Quality checks back every course. Recommend dessert and hot drinks after the main course.


Food Server

Pancake House- 
BF, Paranaque City, Philippines

From: November 2006 – January 2008      

	· Follows procedure on the standard serving of all products ,maintain consistency in order taking and food serving.



	· Implement of marketing promos, suggestive selling, and handling a guest complain politely and informed Supervisor.

	· Provide service excellence to the guest consistently.



Food Server

Hap Chan Tea House

Sucat, Paranaque City, Philippines

From: May 2006 – October 2006                  

	· Taking the guest orders, keeping them organized and timing the course of service for your guests.



	· Make sure that you are not just an order taker, but you’re well versed in the products so you can guide your guest experience and sell.


Food Server
Pancake House 

Pasay City, Philippines

From: March 2004 – April 2006                             

	· Take the food and beverage order.

	· Requires running the food every time they pass through to the kitchen or expo window.

	· Greeting people, treating them kindness and handling any

issue’s with grace and professionalism.




Pantry Girl

Max’s Restaurant

Sucat, City, Philippines

From: June 2003 – November 2003      

	· Cleans, cuts, and otherwise prepares food for cooking in the kitchen.



	· Organizes pantry, receives direction from Chef or Cook.



	· Understand simple mathematical calculations in order to follow recipes. Follows recipes and/or product directions for proper food preparation.

	· Ensures proper food handling procedures are followed wrapping, labeling, dating, and stocking, storing, rotating and checking temperature of products.



ACCOMPLISHMENTS/ ACHIEVEMENTS
· Promoted as Brand Coordinator- Promoted as Brand Coordinator in Arabesq.
· Heart of the House- In recognition of exceptional dedication and support in Arabesq operations.  
·  Employee of the Month of August, 2008- International Trading    Franchises LLC Tony Roma’s Restaurant (Batutta Mall).
· Best Seller of the Week-  International Trading Franchises LLC, Tony Roma’s Restaurant (Batutta Mall)         
EDUCATION

· Associate in Hotel and Restaurant Management                      
University of Perpetual Help Rizal Dalta System

Times Village, Pamplona Las Pinas City – Philippines
Personal Data

· Date of Birth:  March 9, 1983


· Nationality: Filipino 




· Visa Status: Employment 
· Religion: Catholic

· Age: 32 years Old

· Status: Single 
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Lynn 


Email address: � HYPERLINK "mailto:lynn.271785@2freemail.com" �lynn.271785@2freemail.com� 
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