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Elma.332233@2freemail.com
Elma
PERSONAL SUMMARY:  A passionate individual who is strongly committed to exceeding previous accomplishments as well as a result-oriented, team player who is fully dedicated to task at hand while constantly challenging myself to see areas of improvements. I fully understand the crucial role of team-work, time management and systematic process in any situation.
TECHINCAL SKILLS AND ATTRIBUTES

· Worked as a Store In-charge in Emax Sky Garden.

· Handling Shop-In-Shop Etisalat counter and processing transactions like payment, postpaid plans (with and without device), registration and wasel simcards.

· Excellent academic qualification, dynamic in nature & have strong commitment.

· Qualified computer education with sales and customer service experience.


· Can handle pressure situations in a professional way.

· High confidence level while dealing with the clients because of vast experience.

· Rendered almost five years of continuous faithful and dedicated services with Emax.

· Willing to develop the personal as well as professional life, hard working in nature, optimistic attitude with passion and energy.

· Enthusiastic and eager to learn new technological developments.

Work Experiences:


Max Electronics LLC ( A part of LandmarkGroup of Companies)
Emax Sky Garden

Dubai, UAE

Position: Store In-charge (July 2014 to August 29, 2016)

· Works on the Key Performance Indicator of the Store on a consistent basis in order to achieve the target set within the business financial calendar.

· To achieve the sales target of the Audio, Video, IT and Mobile department and works on it strategically.

· Conducts daily meeting and set specific goal for the team members.

· Preparing schedules and delegating manpower towards a particular task

· Performs administrative task.

· Working towards a solution for customer complaints in a diplomatic way.

· Ensuring customer service is well practice in the store.

· Preparing sales and inventory reports as well as ordering stocks, monitoring and controlling to avert aging or slow moving product.

· Supporting departments such as, Customer Service, Cashier, Logistics & Admin.

Max Electronics LLC ( A part of LandmarkGroup of Companies)

Nokia Branded Retail Dubai Mall

Dubai, UAE
Position: Store In-charge (September  2011 up June 2014)

Emirates Computers 

Nokia Branded Retail ( Burjuman Center) 

Dubai, UAE

Position: Assistant Manager (September 2009 up August 2011)

Duties and Responsibilities:

· Ensures  that the marketing strategy of the company product is duly implemented and all the tasks related to it are executed by the staff

· Oversee that the sales targets set for every week are met.

· See to it that the sales team is maintaining a high quality level of service.

· Oversee the Showroom operation if the manager is on leave or in meetings
· Prepares, maintains and operates computerized ordering  and receiving
· Responsible for the following areas for all the entire NBR Store:-Display Devices
-DAP/DOA Devices 
-Ramp down Devices
Position: Inventory Controller/Sale Representative (May 2007 to August 2009)

Duties and Responsibilities:

· Maintaining stocks availability.

· Monitoring transfer receipts, transfer issued and delivery note.

· Sending reports.

· Attending and dealing with the customer needs and making a sale.

Texas Instruments Philippines Incorporated 

Baguio City

Philippines
Position: Manufacturing Supervisor (May 2005-March 2007)

Duties and Responsibilities:

· Checks/monitors on the productivity, quality, cycle time, and yields of the products that are being assembled.

· Aligns people inside the manufacturing line.

· Responsible in preparing shift reports at the end of the shift.

· Makes proper disposition on lots with manufacturing issues.

· Attends staff meetings.
· Conducts trainings.
Position: Manufacturing Planner (June 2003-April 2005)

Duties and Responsibilities:

· Provides daily productivity planning report addressed to the managers and the manufacturing, engineering and process personnel. Planning report includes 3-shift set-up/capacity plan and expected output for each logpoint and criticals such as devices to be processed in expedite mode, logpoints or processes needing close attention, and upcoming releases to be expected.
· Communicates/coordinates with device planners for upcoming releases and criticals, and supervisors and managers to ensure execution of plan.
Position: Lead Girl/Production Specialist (May 2002 – May 2003)

Duties and Responsibilities:


· Responsible for the preparation of high quality products(Integrated Circuits)

· Complies with all the Specifications and Standard Operating Procedures in the operation line.

· Runs, operates and monitors various types of equipment assigned by the Facilitators.

· Inspects the units produced and determines the rejects as they come out from the machine.

Education:
Bachelor of Science in Electronics and Communications Engineering (2001) –
 Saint Louis University

Baguio City, Philippines
Passed the Licensure Examination for Electronics and Communications Engineering (April 09-10, 2002)
         Knowledge and Skills:
· Word, Excel, PowerPoint,  Internet and Phone (Nokia) Trouble Shooting

Trainings and Seminars:

· Nokia Trainings and Seminars

· Bronze Certified 

· Executive Secretarial Course (Certificate from Bright Future Computer Institute)

Languages:

· English (Fluent)

· Arabic (Basic)

Personal Data:



Nationality:
Filipino



Sex:

Female


Height:  
5’4”


Visa Status:
Visit Visa









