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OBJECTIVE:
· To achieve a professional development and personal growth based on employee dedication, loyalty and work ethics.

HIGHLIGHTS and QUALIFICATION:

· Systematic, reliable and responsible

· Competent even under pressure

· Ability to work independently

· Hardworking with full initiative

· Customer Service oriented

WORK EXPERIENCES:
SECRETARY & PA of the MANAGING DIRECTOR

July 2013- Present

RESPONSIBILITIES:

· File and maintain records & deal with mail correspondence.
· Arrange and coordinate conferences and meetings.

· Handles courier incoming & outgoing services.

· In-charge of office supplies purchases.
· Follow up orders, making vouchers and payment.
· Collect and disburse funds from cash accounts, and keep records of collections and disbursements.

· Conduct searches to find needed information, using such sources as the Internet.
· Receiving and gathering daily sales reports.

· Handles client’s request for information and provide answers; put them in contact with the appropriate people if necessary.

· Make draft correspondences for emails & make memorandum as instructed by the MD.
· Updating Trade/Commercial Licenses subject for renewal.

· Maintains database by entering, verifying, and backing up data.
· Maintain scheduling and events calendars.

· Make copies of correspondence and other printed materials.
· Acting HR Admin Officer from September 2014- Present:  Doing the recruiting process, including the screening of the CV's & arranging interviews.

· Knowledge of the Biometric Machine for enrolling the new employees.
· Ensure all staff inductions are completed including on boarding, residence visa          applications and ID cards. 

· Manage exit process of leaving and terminated employees for visa cancellation.
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RECEPTIONIST & SALES EXECUTIVE
October 2010 – September 2012
Tanning Zone 
JBR, Dubai UAE
RESPONSIBILITIES:
· Operate telephone switchboard to answer, screen and forward calls, providing information, taking messages and scheduling appointment.
· File and maintain records & Deal with mail correspondence.
· Managing the shop operation& update the daily attendance of the staff.
· In-charge of the Cash Counter using POS, Courier, Banking, Payroll & Bills.
· Assisting the customer and giving them the satisfaction needed.
· Checking the supplies & daily report updates to the manager.
· Conduct a meeting & presentation to the different level of people.
· Daily & monthly sales report. 
· Promoting the product to the clients and giving some concise information.

· Create and publish an online global Advertising & Telemarketing.

·  Communicating the (ALISUN) Head Branch in Netherlands.

·  Getting Quotation and preparing the vouchers.

·  Influences customers to buy or retain product or service by following a prepared script to give  the product reference information.

·  Maintains database by entering, verifying, and backing up data.

·  Keeps equipment operational by following manufacturer's instructions and established procedures; notifying team of needed repairs.

·  Maintains operations by following policies and procedures; reporting needed changes.

·  Maintains quality service by following organization standards.

·  Maintains technical knowledge by attending educational workshops; reviewing publications.

·  Follow up orders and payment.
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SALES PROMOTER

July 2007 – September 2009

Total Advertising (TAD)
Bank Street, Bur Dubai, Dubai UAE
RESPONSIBILITIES:
· Promoting and introducing the product from different huge companies 

of electronics and personal care products.

· Convincing the customer to purchase the items and attending their needs.

· Monitoring the availability of the items.

· Coordinating with the merchandisers and managers of respective outlets.

· Sending daily sales report.

· Attend meetings, briefings and trainings with the managers and clients.
· Attending commercial shoots for film shooting, TV advertising and pictorials. 

· Performing promotional activities in different outlets
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SALES ASSOCIATE
May 2005 – June 2007
Majid Al Futtaim- Carrefour

Textile Department-Ladies Wear & Accessories Section

Century Mall, Al Mamzar Dubai, UAE
RESPONSIBILITIES:

· Responsible for monitoring items.

· Accomplishing proposal orders for regular items, promotional or seasonal products.

· Making the proper action for “sleeping stock”.

· Coordinate with the suppliers and merchandisers for possible orders or promotions

and the smooth delivery and proper displaying of items.                       .

· Organizing proper display of the items.

· Preparing and attending inventory.

· Maintain periodical interaction and meeting with the manager and department head
regarding sales, promotion and performance

· Attending the needs and wants of the customers with the possible quality service
that can be offered.

· Attending Customer Care Service Seminar.
EDUCATION:
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Bachelor of Science in Computer Science (Undergrad)
University of San Jose~Recoletos

Cebu City, Philippines
COMPUTER SKILLS:
· Microsoft Word, Excel, & Internet
PERSONAL BACKGROUND:
Birth Date

:
January 6, 1974
Birth Place

:
Cebu City, Philippines

              Nationality

:
Filipino

Height


:
5’4” 
Visa Status           
 :         Finish Contract Dated July 08, 2016 under Immigration Visa
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