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Name:


Funsin Vivian Zinkel
Gender:


Female
Visa Status:

Employment visa (transferable)
Email


zinkelv@yahoo.com
LANGUAGES:

ENGLISH and Basic French (beginner)
POSITION:       
Retails Sales lady/ sales executive 
Objective

An energetic hardworking lady with 4years’ experience in hotel receptions, retail sales executive, office assistant/clerical work, and commercial premises looking for placement to further boost my knowledge, skills and experience to the best of my ability.

Duties and Tasks: 
Modern Building Maintenance (MBM) LLC  Dubai -Office assistant – July 2014 till present

1. Responsible for all currier deliveries 

2. Make and save coffee to office staff when required 

3. Performing clerical jobs in the office ( filing, encoding data, faxing)

4. Received and forward all fax to concern departments or individual staff

5. Assist in grocery purchase, food and office stationaries.

6. Responsible for general office housekeeping and 

Super Boy Bamenda Cameroon - retail sales lady -2011 – 2014
7. Convincing customers to buy merchandise/goods or to otherwise change their minds or actions.
8. Observing, receiving, and otherwise obtaining information from all relevant sources
9. Developing constructive and cooperative working relationships with others, and maintaining them over time.
10. Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
11. Analyzing information and evaluating results to choose the best solution and solve problems.
SKILLS

1. Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
2. Using mathematics to solve problems.
3. Being aware of others' reactions and understanding why they react as they do.
4. Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
5. Communicating effectively in writing as appropriate for the needs of the audience.
6. Considering the relative costs and benefits of potential actions to choose the most appropriate one.
Abilities 

1. The ability to listen to and understand information and ideas presented through spoken words and sentences.
2. The ability to use your abdominal and lower back muscles to support part of the body repeatedly or continuously over time without 'giving out' or fatiguing.
3. The ability to identify and understand the speech of another person.
4. The ability to speak clearly so that others can understand.

KNOWLEDGE:
1. Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
2. Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.
3. Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training effects.
4. Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar
ACADEMIC QUALIFICATION

· GTHS Kumba Cameroon     Bacc Technique in home economics Sept 2012
· GTHS Kumba  Cameroon     Probataire Technique     

June 2011
· GTHS Buea     CAP   Commercial  – Cameroon 

June 2008
PROFESSIONAL TRAINING ATTENDED

Modern Computer Training College (MCTC ) Dubai UAE
· Certificate in Office administration (Microsoft office Advance Excel, word, PowerPoint and access)

· Microsoft outlook 2013
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