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Rowena                    

           

CAREER OBJECTIVE

· To be part of a dynamic and professional organization that provides opportunities to enhance my skills and experience while contributing to the company towards growth and success.


EDUCATION

· Bachelor of Science in Elementary Education


PROFESSIONAL CAREER

SENIOR SALES CONSULTANT/MERCHANDISER      Oct.2012-March 2016

DUTIES:

· Sending Weekly Sales Report and Stock’s Request.
· Handling costumer’s  complain.
· Train and coach the new staff.
· Building costumer’s loyalty
· Processing return’s and exchange.
· Prepares the presentation of window displays, promotional presentations, and sales programs as assigned. 

· Works to prevent damaged and theft of merchandise, and preserves materials in saleable condition.

· Organizes and rearranges merchandise as necessary.

· Ensures the neat and orderly appearance of sales displays
· Marks and tags merchandise with pricing, size, and product specifications.

· Clean shelves, counter and cabinets.
· Maintain a high level of customer service by ensuring that merchandising/recovery is completed and that register and customer service area is processing customers in a timely manner.
· Give feedback and ideas to the concern Department.

· Demonstrate regular, dependable attendance and punctuality.

ADMIN ASSISTANT                                                           Sept.2010-Oct.2012
DUTIES:

· Control and secure handling of cash and daily banking.

· Train and coach the cashier to improve performance.
· Attending all incoming and outgoing calls.
· Sending the daily sales report and staff’s attendance to head office.
· Attending all staff  inquiries

SALES ASSOCIATE/CASHIER/MERCHANDISER        Aug.2005-Sept.2010
(Home Dept./Men’s Dept./Ladies Dept.)
DUTIES:

· Organizes and rearranges merchandise as necessary.

· Returns misplaced items to correct locations.

· Ensures the neat and orderly appearance of sales displays.

· Marks and tags merchandise with pricing, size, and product specifications.

· Cleans shelves, counters, and tables.

· Prepares the presentation of window displays, promotional presentations, and sales programs as assigned. 
· Record requests for merchandise, order products, and notifies customers promptly.

· Operates the cash register and prepares customer receipts efficiently.

· Make a balance sheets of amounts and number of transactions at the end of every duty

· Processes credit cards, check, merchandise credits, voucher, gift certificates/cards, cash payments, and discounts properly.

· Maintain a high level of customer service by ensuring that merchandising/recovery is completed and that register and customer service area is processing customers in a timely manner.


SKILLS and COMPENTENCIES

· Self-motivated, initiative and high level of energy
· Written and verbal communication skills
· Multi-tasking and good with people

· Leadership and motivation

· Hard worker, experience in working as a part of a team as well as to work independently. 



PERSONAL DETAILS

· Nationality

: Filipino
· Civil Status

: Married


· Languages

: English, Tagalog

· Visa Status

: Visit Visa
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