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POSITION APPLYING: ADMIN ASSISTANT, CASHIER, RECEPTIONIST AND SALES EXECUTIVE.
OBJECTIVES           

To work in a company that will enhance my knowledge and skills in administrative office or any other department and related works, likewise to become an instrument for the progress and success of the vision of entire company and will compensate enough to maintain a decent standard of living.

WORK EXPERIENCE
PHOTOGRAPHY (2005-PRESENT)
Front Desk Officer / Sales Executive / Cashier
Abu Dhabi, UAE 
· Maintaining and developing relationships with existing customers in person, and via telephone calls and emails; 

· Handled incoming and outgoing calls to ensure that messages/ orders are channeled to the right persons.
· Handles client's queries suggestions and complains.
· Define document filling system to enable rapid access of all documents.
· Establish and maintain a centralized system for the control of the company correspondence.
· Logging of all correspondence, and generate internal transmittal for internal circulation of the same.
· Maintain electronic records management system for all documents and Process incoming orders, and handles customer-related issues.
· Acting as a contact between a company and its existing and potential markets; 

· Negotiating the terms of an agreement and closing sales; 

· Advising on forthcoming product developments and discussing special promotions; 

· Liaising with suppliers to check the progress of existing orders; 

· Checking quantities of goods on display and in stock; 

· Recording sales and order information and sending copies to the sales office; 

· Gaining a clear understanding of customers' businesses and requirements; 

· Making accurate, rapid cost calculations, and providing customers with quotations; 

· Attending team meeting and sharing best practice with colleagues. 
· Receive, direct and relay telephone messages and fax message
· Open and date stamp all general correspondence
· Maintain the general filing system and file all correspondence
· Collects payments by accepting cash, check, or charge payments from customers; making change for cash customers.

· Verifies credit acceptance by reviewing and recording driver's license number; operating credit card authorization system.

· Balances cash drawer by counting cash at beginning and end of work shift.

· Provides pricing information by answering questions.

EDUCATIONAL

QUALIFICATIONS
WESTERN MINDANAO STATE UNIVERSITY

Bachelor of Arts and Science
Major in Filipino

(1996-2000)

ZAMBOANGA NATIONAL HIGH SCHOOL (west)
Secondary 
(1992-1996)

BALIWASAN CENTRAL ELEMENTARY SCHOOL
Primary

(1986-1992)
CAREER PROFILE

· Detailed oriented and resourceful in completing task.

· Initiative, innovative and enthusiastic at working in pressured environment.

· Possess problem solving skill.

· Substantial experience and outstanding skills in customer service.

· Good communication in Arabic and English in both oral and written.

· Ability to achieve immediate and long terms goals and meet operational deadlines. 

· Outstanding communication, presentation, and sales skills.

 TECHNICAL SKILLS & PROFICIENCY
· Microsoft Office (Word, Excel and PowerPoint)

· Photoshop

· Customer  Service 
· Cashier
· Record management

· Telephone Receptionist

· Sales Support
· QuickBooks 

PERSONAL INFORMATION
Age



:          37
Civil Status


:           Married


Visa Status


:           Residence visa (Company Sponsorship)

Language Spoken & Written 
:           Arabic & English 
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