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 Rolly 

Rolly.282724@2freemail.com

Summary

( I have more than 3 Years experienced in admin , cash, sales and marketing .
( I have capability to independently handle the Admin Functions, Where house/Store, Operation & Reservation , 
( Cash management and preparation of Cash Flow statements and monthly Cash Budgets.
( Preparation of Work Done Bills, 
( Playing a vital role in promotional campaigns by delivering the highest standards of customer service, and by getting behind key offers and promotions in-store, helping customers to discover the range of products that we have to offer and responding to every customers' needs and requests.  Using market and customer information to assist in the development of brand plans
PROFESSIONAL EXPERIENCE:

· COMPANY:  Retail Sales Assistant Fashion Shop (OXYGEN Lee Plaza BRANCH DIPOLOG) Sales and marketing (March 2013 to Junuary 2015)
· COMPANY:  Retail Sales Assistant Fashion Shop (OXYGEN Lee Plaza BRANCH DIPOLOG) Assistant Admin & Cashier (February 2015 to  March 2016) 
EDUCATIONAL QUALIFICATION:
·  College-                  Saint Vincent College, Dipolog City Philippines 

· Course-

  Bachelor of Science in Business Administration( 2011-2014 )

  (Undergrad)       
  Major: Business, Finance
Personal Details
Present Address                   : Satwa, Dubai

Date of Birth                        : 16-08-1995

Nationality

      : Filipino.
Languages Known
      : English, Filipino 

Visa status

      : Visit Visa


RESPONSIBILITIES


      Responsibilities as Assistant Admin & Cashier :

 • Maintaining all the books of account.

(  Participating in the day to day running of the shop.

 (  Responding to general customer enquiries received by phone or email.

 (  Dealing with online orders that have been placed through the company’s website.

 (  Operating the till and accurately handling cash, cheques and credit/debit card transactions.

 (  Ensuring all fire exits and escape routes are kept free from obstruction.

 (  Assisting in changing displays of shop stock.

 (  Looking after all aspects of the shop whilst the Retail Manager is away.

 (  Assisting with regular stock checks and annual stock takes.

 (  Being vigilant at all times against theft, leakage and stock damage.
Responsibilities as Salesman:

 (   Able to provide valuable knowledge and up to date advice on products.

 (  Ability to be an ambassador for well known brands.

 (  Up selling on specific products.

 (  Can use modern computerized equipment such as cash tills.

 (  Physically fit with plenty of stamina, and able to remain standing for long periods of time.

 (  Personal Possessing a enthusiastic friendly, and outgoing personality.

 (  Enjoy learning and personal development.

 (  Comfortable in new situations and meeting new people.

 (  Remaining calm under pressure, and always optimistic and positive.

 (  Performing well within teams

 (  Reliable and conscientious, completing tasks and not leaving them for others.

IT SKILL:
· System Software’s, Ms Excel, Ms Word, PowerPoint
· Internet +Hardware + Installation
 
Reference: if required.
