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Objective:

To work in a professional environment applying the knowledge and skills gained through education and experience, contributing to the growth of the company


SKILLS & PERSONAL ATTRIBUTES:

· Hard working who thrives at the chance of learning new skills.

•
Likes to work quickly and neatly in a professional and efficient manner.

· Self-motivated, independent and willing to perform multiple and cross-functional tasks.

· Excellent time management and attention to detail.

· Ability to undertake and perform duties to a satisfactory level in a busy work environment.

· Can speak and write English & Filipino language.

· Capable in decision making and problem solving.

· Knowledge in Computer
PERSONAL DETAILS:
Date of Birth


:       
September 3, 1992

Gender


:
Female

Civil Status


: 
Single

Nationality


: 
Filipino

EDUCATIONAL ATTAINMENT:

College Undergraduate – 2009-2010
General Engineering 
Batangas State University 

Lipa City, Philippines

WORK EXPERIENCE:

March 2015 – Present

Office Assistant
Dubai 

· Greet customers or other personnel of the firm by phone, in person, or through electronic media, including email.

· Serves customers by backing-up receptionist; answering questions; forwarding messages.
· Maintain the cleanliness and hygiene

· Works well in a team setting.

· Prepare tea & coffee for the guests
Clean & prepare the pantry
•   Ensure that cleaning liquids are mixed in correct and safe quantities

•  Wipe down desks and chairs and make sure that an stubborn smears are removed using             appropriate cleaning materials

•   Empty trash cans and ashtrays and make sure that all trash is properly disposed off

•   Ensure that the office pantry and equipment is properly cleaned and maintained

· Move around heavy equipment and furniture for the purpose of storage or rearranging
· Make sure that office is locked properly at the end of the day
· Assist all the colleague needs and give support.
August 2014 – January 2015
Cashier
SuperValue Inc.
SM, Lipa City

Duties and Responsibilities:
· Processing purchases such as scanning bar codes into cash register, taking coupons, and processing cash and credit-card payments.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Processing returns and exchanges.

· Overseeing all cash transactions and balancing the cash inventory on a daily basis

· Using mathematical skills to fix cash register errors

· Assist with duties in other areas of the store, such as monitoring fitting rooms or bagging and carrying out customers' items.
· Registering customers for customer-loyalty shopper’s cards.

· Selling point-of-purchase items at the counter.

· Signing up customers for store credit cards.

July2013 – August 2014

Assistant Supervisor
Games & Gadgets

SM, Lipa City
Duties and Responsibilities:                                                           

· Helps customers by providing information; answering questions; obtaining merchandise requested; completing payment transactions; preparing merchandise for delivery.

· Prepares sales and customer relations reports by analyzing and categorizing sales information; identifying and investigating customer complaints and service suggestions.

· Maintains a safe and clean store environment 

· Maintains inventory by checking merchandise to determine inventory levels; anticipating customer demand.

· Prepares reports by collecting, analyzing, and summarizing information.

· Stock shelves, and mark prices on shelves and items.
December 2011 – June 2013
Customer Service cum Cashier

Games & Gadgets

SM, Lipa City
Duties and Responsibilities:
· Assist walk-in customer with regards to Mobile/Gadget Selection and introduction

· Able to sell high-end consumer electronics, home appliance, computer peripherals, and gadgets
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Advise customer on the best mobile/gadget that suits them best

· Provide excellent customer service

· Stock shelves, and mark prices on shelves and items.
I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.
Sincerely Yours,

ROVILYN 
   Applicant
ROVILYN 
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