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Email Address    :  mary.331459@2freemail.com 
OBJECTIVES:   To obtain a challenging position as retail cash supervisor and / or customer service representative.
Key skills:PROFESSIONAL EXPERIENCE AND ABILITIES
· Customer Service. Welcoming and greet guests or customers. Handle and settles customer complaints. Give information or answer customer’s inquiry.Making customers’ aware of any special offers.Ensuring high levels of customer satisfaction.

· Cashiering. Trained to operate POS (Post operating System) Cash register. Checking counterfeit. Receiving and give change.
· Computer Literacy. MS Office 2000: MS Word/PowerPoint/ MS Excel/      E-mails and Internet.
· Visual Merchandising. Experienced for product display both inside selling area and out side window display.
· Excellent organizational skills. Experienced in motivating and training of staff.Accountable for preparing workschedules and assigning specific jobs to workers.
· When necessary, being able to give in-depth technical advice about
Products to the staff.
· Maintaining security of the store, and implementing measures to reduce theft, loss and leakage.
· As a department super visor must keep abreast of market trends and being aware of competitors. Monitor sales target.
Personal Data
Date of Birth                April 24, 1974                             Place of Birth               Manila
Sex                                Female                                        Citizenship                    Filipina
Civil Status                   Single                                          Religion                        Catholic
Height                           5 feet and 3 inches                     Weight                           69 Kilos
Employment History
(A)
Dates
January 2011 - October 20, 2012 
Address

   Lulu Hypermarket, Arabian Center Al Mizhar, Mirdiff, 
                                                       Dubai, U.A.E. 
Position in the CompanyDepartment Store Supervisor / Customer Service
DatesSeptember 2009 - January 2011
Address

   Lulu Shopping Center, Rolla Sharjah, UAE
Position in the Company

Department Store Supervisor / Customer Service
Company Name            Lulu Group International / EMKE Group of Companies
Company Industry

   Retail
Department Store Section handled and assigned in:
           Ladies Dresses/ Garments, Ladies Accessories and Bags, Lingerie and other
           Specialty garments like Abaya Section & Churidar/Saree.
Casheir and  Customer Service counter.
Duties and Responsibilities
·  Open and Close the store. To make the store ready for the day’s business, get the cash 
registers ready before the cashiers arrive and ready for signing in. To close the store, 
must ensure that the customers have all left, signing out the cashiers, balance the 
register and deposit the funds or sales to the cash office, clear and submit necessary 
documents.
· Usually delegate responsibilities and assigned work to the staff, but must still know the
entire process from the beginning to end. Also handle cash if situation needed like
relieving cashiers on their break during rush time.
· Must order supplies for the store and keep records.
· As a store supervisor, must also involved in all aspects of inventory, must order new 
products when necessary, accept newly delivered items and return items if any damage 
upon delivery. Organizing of goods and merchandising once everything is unpacked. 
· Creates idea for visual merchandising in selling area and window display.
· Also responsible for all staff  related issues. Train new employees, creating schedules
and must monitor and evaluate each employee’s performance and allocate
responsibilities as he or she sees fit.
· Setting weekly sales goals and objectives and implementing strategies. And also will work the cash register when needed and create, change signage in the store to reflect any store promotions.
· When customers are less than satisfied, as a store supervisor I should act as a front line customer service representative to try and smooth things over. Resolve customer complaints.
· Authorize returns and exchange, deal with customer complaints, inquiries and help customers enjoy their experience in the store.
· Also can help create marketing campaigns, store promotions or help looking for a new product to suggest or introduce to the store.
(B)
Dates
March 2005 – February 2007
Position in the Company                Section in Charge/Senior Sales &Cashier
Dates
     March 2007 - September 2009 
Position in the Company                Department Store Supervisor for Ladies Fashion Section
Address

   Lulu Village Shopping Center, Muhaisnah 4, Dubai, UAE 
Duties and Responsibilities
· Supervise the section and the staff, monitoring sales to meet the section monthly  target revenue/sales. 
· Ordering, receiving , checking,  transferring and returning product or items.
· Supervise and coordinates activities of workers engaged in receiving cash, voucher or credit card   payment for merchandise or services and keeping records of funds received.
· Customer Service. Open the cash register for the cashier to start signing in, and signing out at the  end of duty.
· Performs cashiering and other clerical duties to relieve subordinates during peak work periods.
· Searches records to assist subordinates in locating and reconciling posting errors on customers’ invoices, or compares cash register totals with receipts in register to verify accuracy of transactions.
· Allocates operating funds to cashiering stations. Total and summaries funds received, endorsed cheques, vouchers, and credit cards receipts. Performs duties as described under supervisor.
· Orients, trains, schedules, monitors, evaluates and provides direction to store staff; complete timesheets and attendance records.
· Assists the customer, Do suggestive selling. Introduce new line items and promotions of the store.
· Maintain the cleanliness of the store by ensuring that maintenance duties are completed and by performing duties such as cleaning windows, sweeping floors and dusting product shelves as required.
.
(C) 
Dates
October 2000 - February 2005
Position in the Company

Cashier and Sales staff
Address

   Lulu Hypermarket PO Box 60188, Al Quasis, Dubai, U.A.E. 
Duties and Responsibilities
· Greets and assists customers. Handle cash. Enters purchase into cash register to calculate total purchase price.
· Accepts cash, vouchers, checks or bankcards for payment; completes check and bankcard transactions according to established procedure.
· Counts money, gives change and issue receipt for funds received. Check counterfeit.  Maintains sufficient amounts of change in cash drawer.
· Balances cash drawer and receipts; documents discrepancies. Train new cashiers.  
· Do customer service.  Keeps cash register or counter area neat and stocked with necessary supplies.
· Assists customers in locating specific items they are looking for.
· Assists in other areas of store.  Maintain selling area clean and shelf-stocking are filled, or keeping merchandise displayed in an orderly manner.
· Sells good of which knowledge is required, do suggestive selling to gain more sales.
· Maintains or changes product displays including those required for periodic sale events.
*Restaurant and Hospitality*
(A)
Dates 



  October 1996 – March 1997
Position in Company

  Service crew – Cashier and Food Attendant
Company Name


Chowking Restaurant Philippines

Company Industry

  Restaurant
Address


Kamuning, Edsa, Quezon City Philippines

Duties and Responsibilities
· Greets and assists customers as soon as they enter the premises. Also stands as front liners. 
· Take orders; introduce new line items by doing suggestive selling that may help to gain more sales.
· Handles cash. Punch the order, receives customer’s payment and give change. Check counterfeit.
· Stands also as a controller, responsible of checking the condition of outgoing items or foods before serving to the customers.
· Monitor the availability of stocks. Maintain the cleanliness of cash counter.
· Practice First-in First-out system and food hygiene.
· Train new staff in cashiering and as food attendant/server. 

(B)
Dates



July 1994 – August 1996
Position in Company

  Regular Extra Food and Beverage Attendant
Company Name

  Manila Midtown Hotel, Philippines
Company Industry

  Hospitality/Hotel
Address


               Pedro Gil Street, Ermita, Malate, Manila Philippines
Duties and Responsibilities
· Do customer service.
· Welcomes and assists guests to their respective table as soon as they enter in the 
function room or premises.
· Take customer’s orders from the menu other than the food serve in a buffet service. Receives payment to be hand over to cashier and give change if there is.
· Serves the food and beverage but before that make it sure to check the good condition of foods and beverages before serving to the guests. 
· When the function is done. Make and do the tables set up in preparation for the next functions or another set of guests.
Educational Background
· Siena College Quezon City
Del Monte Avenue Quezon City, Philippines
· Associate Two-Years Certificate Graduates in   
Hotel & Restaurant Management 
 From June 1992 to March 1994
· BS in HRM
   Third Year level / Undergraduate (SY 1998-1999)
   Total Credentials Obtained:   131units
Training Attended
Dubai, United Arab Emirates
A. Lulu Hypermarket Dubai, U.A.E.
Emke Group of Companies / Lulu Group International
              P.O. Box 60188, Al Quasis, Dubai, UAE
Training Programme:
· Cash and Sales Supervisory (Yr. 2006 – 2012)
· Customer Service and Customer Care (Yr. 2000 and onwards)
· Retail Sales and Cashiering (Yr. 2000)
· First Aid at Workand Fire Fighting (Yr. 2010 onwards)
B. World Link Computer Training Center
Quasis,Dubai, UAE
Certificate in MS Office 2000 – April 2002
·       MS WORD 
· MS EXCEL
· MS POWERPOINT
                          EMAIL AND INTERNET
 C. Max’s Restaurant,Recto Branch, Philippines
             Trained and assigned in Kitchen and Food Preparation (1994)p
Training and Certificates
Nicosia, CYPRUS
A. Archbishop Makarios Children HospitalIII, Nicosia, Cyprus
Nursing Aide Assistant On-the-Job Training
· Training for especial care of a child undergone a tracheostomy and  gastronomy surgery operation based on child condition with a cerebral  palsy  illness at the same time.
·     From June to November 2014.
B. Municipality of Ayios Dhometios, Nicosia, Cyprus
EU Integration Programme for Third Country Nationals
Training Programme on:
· Computer Operations/ MS Office 2000 - June 2014
C. The Philippine Honorary Consulate, Cyprus
           (OFW) Family Club Cyprus Chapter)
             In Partnership with Houston Medical LTD. And Phoenix Ambulance Service

Certificate Graduate in:
· First Aid at Work Competency Training
·    From October 09, 2013 to December 08, 2013 
I hereby certify that the above mentioned information is true and correct at the best of my knowledge and belief.
                                                                Signature: Mary 
