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JONA
BRIEF PROFILE

· Excellent Ability in dealing with different level of peoples.
· Self-motivated and able to work without any supervision.
· Trustworthy in handling confidential matter
· Dedication and hardworking
· Proficient in Microsoft Office Works: (Word, Excel and PowerPoint)
CAREER OBJECTIVE


Excelling in the field of Information Technology and working with the best in the business where I can fully utilize my educational skills and experience to meet the needs.
EDUCATIONAL SUMMARY 

Tertiary:
AMA Computer Learning Center College
(Safi Building, Magsaysay Ave. General Santos City Philippines)
Bachelor of Science in Information Technology

October 2008 - April 2012

Vocational:
Goldenstate College

(Pioneer Ave. General Santos City Philippines)
June 2006 - March 2008
WORK EXPERIENCE
· TELECOM L.L.C, Dubai UAE

Position:
Retail Sales Advisor (RSA)

June 2016 – up to present

Duties and Responsibilities:
· Identify business opportunities and target markets.
· Maintain and develop good relationships with customers through personal contact or via telephone etc.
· Check quantity and quality of products prior to delivery.
· Research market trends and promotions.

· Record sales information and maintain customers records.

· Prepare sales report by analyzing and summarizing information.

· Review self sales performance with a view to improve it.

· STEP ZONE SHOES TRADING L.L.C, Dubai UAE
Position:
Sales Associates & Cashier 



April 2013 – April 2015
Duties and Responsibilities:
· Assists and recommend customers in finding for the best product suitable for their needs.

· Maintain an awareness of all promotions and advertisements.

· Identify and resolve customer concerns.

· Provide inventory reports regarding sales and stocks.
· Communicate customer requests to management.
· Display maintenance and housekeeping.
· OFFICE OF THE GUIDANCE COUNCELOR OF ACLC COLLEGE

Position:
Admin Assistant



November 2011 – December 2012
Duties and Responsibilities:
· Organizing and maintaining files.
· Assists all departments of clerical duties.
· Assisting office Coordinator with answering of incoming calls.
· Maintain inventory of office supply.
·  Receiving and sending e-mails. 
· Maintaining general cleanliness of office equipment.
PERSONAL INFORMATION
Visa Status:

Employment Visa

Nationality:

Filipino

Religion:

Roman Catholic

Date of Birth:

March 5, 1985

Civil Status:
 
Single

Gender:

Female

Height
:

5’1

Weight:

45 kg

Language:

English & Filipino
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