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Frances 
Frances.332496@2freemail.com
SUMMARY OF QUALIFICATION

With an over 10 years of experience in Sales and Customer Service who successfully managed and  directed sales entities in the Sales Industry by demonstrating management skills such as planning, scheduling, and tracking process. Skilled in delegating tasks and motivating team players towards achieving monthly targets. Friendly, self-motivated, organized individual with a desire to provide exemplary customer service.


Work Experience

Axiom Telecom / FONO Distribution LLC.
Store Team Leader /Supervisor
Since 18 JANUARY 2006 - DECEMBER 2016
Working on daily weekly monthly target within a high standard service for my client making sure to work on my weakness 

Till I convert it to strength at the shortest period, taking care of my performance as one of the best performers and as a role Model, exceeding the management expectations towards my performance.

· Generates Sales and achieves showroom targets. 
· Identifies business opportunities by identifying prospects and evaluating their position in the industry, researching and analyzing sales options
· Maintains relationships with clients by providing support, information, and guidance, researching and recommending new opportunities, recommending profit and service improvements.
· Handle & Motivate staffs. Give proper product knowledge, Orientation, schedule for Training and manage daily roster.
· Implement price revision, new offers and ensure all feature cards, danglers, brochures, flyers, leaflets and other showroom advertisement matter are maintained.
· Checking perpetual inventory of the showroom. Prepare requisition for the new incoming models and the most sellable items as stock replenishment. 
· Controls LTI, LTO, MID and MRD, Store Manager Checklist and Inter Office Memo.
· Responsible for the whole operation of the showroom business i.e. Bank Remittances, Daily Cash Count, Petty Cash, Pantry Supply, Stationery and more.
· Handle customer complaints and provides urgent solutions. Maintain monthly market competitor analysis.
· Attend Meetings i.e. Retail Meet, Suppliers Training and New Product Launching.
· Coordinating with other showroom in charge, Buying Team and other departments with regards to sales, accounts and routine administration of the showroom.
· Prepare daily, quarterly and annual reports i.e. Daily Pulse, Showroom Foot Falls, Brand Wise Growth/De-growth, Incident Report and the like.

              Gasat Express Bus Company
                            Administration Personnel
                          Since: Dec 3, 2004 up to October 1, 2005
· Answer, screen and transfer inbound phone calls

· Receive and direct visitors and clients

· Answer, screen and transfer inbound phone calls

· General clerical duties including photocopying, fax and mailing

· Maintain  and hard copy filing system

· Retrieve documents from filing system

· Handle requests for information and data

· Resolve administrative problems and inquiries

· Prepare written responses to routine enquiries

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Schedule and coordinate meetings

· Prepare agendas for meetings and prepare schedules

· Record, compile, transcribe and distribute minutes of meetings

· Maintain office supply inventories

· Coordinate maintenance of office equipment

· Coordinate and maintain records for staff, telephones, parking and petty cashEncoding Bus tickets.
· In charge in preparing schedules of employees.

· In charge of receiving of all deliveries.
                         SUYEN CORPORATION
                                                BENCH-HUMAN CLOTHING
                           Sales Advisor In-charge/Cashier
               Since: JUNE 2001 up to JULY 2002 – Manila Philippines

· Assigned to handle store’s cash till and register to ensure a smooth daily cash flow

· Handled cash memo, cash /credit card returns, manual billing and petty cash

· In charged to process daily sales summary,  end of day reports and hourly invoice tracker

· Handled customer’s inquiries and provided equivalent assistance necessary

· Welcome and greet all customers in friendly manner/attitude

· Responsible for overall operations of the store and maintain the brand value.

· Responsible for achieving the sales targets.

· Stock loss control and inventory management.

· Create Exclusive and world class shopping experience for valued customer. 

· Ensure that effective replenishment is been made at all time.

· Prepare purchase, sales and stock reports (daily, weekly, monthly, yearly)

· Handling Customer enquiries in person and on phone
· Help to customers to find their right product as per their need
· Tracking movements of product and making reports accordingly
· Keeping track of ageing Inventory and dead items
Qualification
With 10 Years Managerial Local UAE experience. Hardworking, Responsible, Flexible, Self-motivated and Highly Energetic Individual. With Strong Artistic-Sense, Good Artwork and Creativity. Can work under pressure and meet tight schedule with minimal supervisions, has sense of commitment, Excellent Interpersonal and Good Communication Skill. Can deals with different kinds of people.

Personal Data

Nationality:
            Filipino

Gender:
            Female

Marital Status:         Single

Height:                    5’5
PROFESSIONAL INFORMATION

School:

Philippine Women’s University, Pasay Taft Manila

Graduate Studies:
Fine Arts-Major in Painting
Feel free to contact me via my abovementioned mobile.
Nice hearing a positive response from your end.

Sincerely,

Frances Joy Cando

