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SUSAN


Dubai, UAE

OBJECTIVE:

Seeking job opportunities in a growth oriented company that offers challenging potential and responsibilities for advancement.

EMPLOYMENT HISTORY:

Sales/Data Entry Operator/Purchaser/Inventory Stock Clerk

Supermarket LLC 

14 April 2014 – 14 April 2016
Duties and Responsibilities:

· Ensure high levels of customer satisfaction through excellent sales service
· Assess customers needs and provide assistance and information on product features
· Maintain in-stock and presentable condition assigned areas
· Remain knowledgeable on products offered and discuss available options
· Build productive trust relationships with customers
· Team up with co-workers to ensure proper customer service


· Protects organization's value by keeping information confidential
· Establish and maintain organized paper according to office procedures to ensure the expeditious retrieval of information
· Maintain accurate and complete records

· Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in establishment

· Count  material, equipment, merchandise, or supplies in stock and posts totals to inventory records, manually or using computer

· Compares inventories to office records or computes figures from records, such as salesorders, production records, or purchase invoices to obtain current inventory
· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies

· Purchase orders and purchase requisitions in order to order materials, goods and supplies

· Review inventories and order as required. 

· Interact with the suppliers on a day to day basis.
· Review deliveries against the orders

· Track the status of any orders.

· Deal with non supplied, under orders, over orders and damaged goods.
· Ensure that any invoices are sent to accounts for payment.

· Produce and maintain all reports.

· Manage any procurement activities including RFP’s (Request for Proposals).

ARCHIVE CLERK
Zahrat Al Safa Contracting Company LLC

(Group of Companies)

Deira, Dubai UAE

11 October 2011 – 30 August 2013

Duties and Responsibilities:
· responsible for the day-to-day operations manages customer service requests and work orders

· assume responsibility for decisions, consequences, and results having an impact on people, costs, and or quality of service within a functional area

· Establish and maintain organized paper according to office procedures to ensure the expeditious retrieval of information

· Coordinate and assist with planning of office activities, teleconferences, and meetings as 

requested 

· Answering calls

· Reroute calls to appropriate people.

· Perform basic bookkeeping duties.

· Act as a receptionist or front desk officer when required
Marketing Assistant
Crown Regency Suites 

Mactan Cebu, Philippines

May 2009 – September 2011
Duties and Responsibilities:

· Determined needs and requirements of customers and recommended products and services to meet their requirements.

· Verified changes in survives provided to customers

· Legally responsible for all aspects of customer services such as making bank deposits, securing store at close.
· develop (as part of the club/group plan) in conjunction with the Marketing and Promotions Committee 
· with the Treasurer to develop a budget for the marketing plan
· oversee the implementation of the strategies in the marketing plan
· submit regular reports to the club/group committee
· ensure that all necessary information are available to relavant departments

· Provides marketing tracking and research information by collecting, analyzing, and summarizing data and trends

· Accomplishes marketing and organization mission by completing related results as needed.

Service Crew
Wholesome Foods Corporation 

City Chix Corporation (Kentucky Fried Chicken Group of Comp.) 

August 2004 – March 2009
Duties and Responsibilities:

· Determined needs and requirements of customers and recommended products and services to meet their requirements.

· Verified changes in survives provided to customers.

· Legally responsible for all aspects of customer services such as making and givingcustomers 100% satisfaction.
· Give customer an extra smile and unforgettable chicken experiences.

· 100% customer service satisfaction, product quality, excellent in hospitality and cleanliness.

· Clean up the tables after the guests leave and set them for the next guests

· Pack and serve warm food efficiently, in accordance with the order

· Help in kitchen or with outdoor delivery where and when required

Education:

Cebu Institute of Technology University

N. Bacalso Ave. Cebu City, Philippines

Bachelor of Science in Business Administration

Major in Marketing Management
(2000 – 2007)

I hereby that the above statement is correct and true in best in my knowledge and in my ability.
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