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ORLAN M. LEGARA
Current Address: Dubai, Deira Creek, United Arab Emirates
Email: orlanlegara@yahoo.com
SUMMARY OF QUALIFICATION:
Retail Customer Service Representative skilled in answering questions and resolving concerns quickly. Simultaneously processes payments and returns, organizes merchandise, and satisfies customers. Collaborative team player with service-focused mindset.         
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Core Competencies: 
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Strongly self-motivated, enthusiastic, and profit oriented  
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Ability to manage various-tasks
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Excellent written/verbal communication skills
· Strong decision-making skills
· Customer Service
· Objective Statement – To obtain a position that would allow me to utilize my leadership, organization, and human relations skills to facilitate daily missions, execute various tasks, and act as a link between a good motivated and peers, partners, employees and subordinates.
EDUCATION:  
Sultan Kudarat State University, Isulan Campus
Bachelor of Science in Information Technology BSIT-CT, 2010

PROFESSIONAL WORK EXPERIENCES: 
Almanama Group of Company LLC, Timesquare, UAE, Dubai
Cashier/Sales Representative
June 26, 2014 – June 24, 2016 End of Contract completed 2 years
KEY FUNCTIONS:
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Greet customers entering establishments.
· Maintain clean and orderly checkout areas.
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.
· Resolve customer complaints.

NAIF FOOD Company LLC, Kuwait City 2012-2014
Restaurant In-charge Cashier/Completed 2 years Contract
KEY FUNCTIONS:
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Greet customers entering establishments.
· Maintain clean and orderly checkout areas.
· Resolve customer complaints.
· Answer customers' questions, and provide information on procedures or policies.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Compute and record totals of transactions.
KCC Mall of Marbel, Koronadal City, South Cotabato 2010-2011

Data Entry Encoder Whole Sales Department
KEY FUNCTIONS:
· prepare, compile and sort documents for data entry
· check source documents for accuracy
· verify data and correct data where necessary
· obtain further information for incomplete documents
· update data and delete unnecessary files
· enter data from source documents into prescribed computer database, files and forms
· scan documents into document management systems or databases
· check completed work for accuracy
· store completed documents in designated locations
· maintain logbooks or records of activities and tasks
· respond to requests for information and access relevant files 

Franklin Baker Company, Coronon, Davao del Sur, Davao City 
Philippines 2010-2011, Network I.T Support Computer Technician
KEY FUNCTIONS:

· To diagnose and resolve software and hardware incidents, including operating systems (Windows/7/XP) and across a range of software applications. 
· To assist all our users with any logged IT related incident when called upon. 
· To provide assistance to computer users by answering questions, resolving technical problems and maintaining a company's network, software and computer equipment.
· To provided in person, over the phone or online. They address issues ranging from network systems to individual desktop computers.
· To install and configure new IT equipment. 
· To resolve incidents and upgrade different types of software and hardware 
· To resolve incidents with printers, copiers and scanners 
· To detect and solve technical problems, installing or updating required hardware and software and recommending computer products or equipment to improve company productivity.
 ADDITIONAL SKILLS:
· Proficient in written and spoken English
· Extensive experience with Microsoft Office 
· Mettle knowledge for software installation 
· Versatile skills for computer related course 
·  Reformatting, Network Installation System I.T Course Management 
· Elected as Government SK Official (SK Kagawad) as of 2003-2004 at Municipality of Senator Ninoy, Aquino Sultan Kudarat, Philippines.
· Scholarship granted by The Commission on Higher Education (CHED) a privilege given and approved by The Provincial Honourable Governor Datu Fax S. Mangudadatu, Isulan, Sultan Kudarat, Philippines.
PERSONAL INFORMATION:

                 NATIONALITY      :           Filipino

                 GENDER                :           MALE

                 CIVIL STATUS       :           Single

                 DATE OF BIRTH   :           November 23, 1986

                 AVAILABILITY      :           Finished Contract/Can Join Immediately 
    PASSPORT NO.   :            EC7618712
I hereby certify that the above information therein are true and correct to the best of my knowledge and I withhold, which affect my employment with the company.

Logical problem solver











Skilled in conflict resolution                               





Accurate money handling





Resourceful and proactive





Personable communicator
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