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  Ms. Ronalyn 

                                                         
PERSONAL DATA:

Al Wadah Street
Sharjah,U.A.E.

Email address:　Ronalyn.337782@2freemail.com 
WORK EXPERIENCE:
Secretary cum Admin Assistant

                 December 06, 2016 – January 12,2017

                 Dalma Real Estate

                 Al Qasimiya,Sharjah UAE
                  - Maintaining effective records and administration.
                  - Upholding the legal requirements.

                  - Ensuring meetings are effectively organized and minuted.

                  - Communication and correspondence.

Sales Representative cum Visual Merchandiser
                 April 2006 – 2016 
Sankari Group of Investment
P.O. box 111999,Dubai UAE

　
- Responsible for making sure that brand standard, image are meet, implemented and carried out on the floor 100 % without delays.

- Planning and executing layouts for Pierre Cardin, Ted Lapidus, Verri, Balmain, Azzaro and Cacharrel in reference to its brand bible guides.

- Checking each items before displaying to ensure that latest collections are well positioned and screaming for classy attention.

- Merchandising each items according to its collection and season with emphasis and concentration on those items which are important and current trend/season.

- Responsible in disseminating information to sales associate the importance as to wear the inspiration of the designer’s collection is taken to be able to entice clients and generate sales.

- Executing window display base on the concepts planned and approved by the house brand on the monthly basis.
                  Ticketing and Cashier

                      March – April 2006

                   Grand Buhaira Cinema

                   Sharja, U.A.E

· Handling cash transactions checking daily cash accounts.
· Guiding and solving of queries of the customers
· Receiving of payments by cash, credit cards, cheques etc.
· And most of all greeting the customers.

                    Secretary

                  June 2004 –October 2005

                  Legion of Mary

                  Makinabang ,Baliuag ,Bulacan

· Types and makes necessary letters, quotation and other communication and transmittals.

· Receives letters and invitations.

· Preparing report for the weekly and monthly sessions.

                　
EDUCATION:
Bulacan State University

Malolos Bulacan,Philippines

Bachelor of Science in Computer Engineering

2005
PERSONAL INFORMATION:
Visa Status: Visit Visa
Date of Birth: October 06,1980

Place of Birth: Bocaue Bulacan,Phil.

Civil Status: Single

Religion: Catholic

Language Spoken: English
 Skills and Professional Affiliations
· Advanced verbal and non-verbal communication.

· Systematic and proactive when dealing with any task.

· Intuitive and reactive in resolving problems.

· Driving/coordinating a team to meet and exceed targets.

· Capable of working within work group or individually.

· Able to work under pressure, also with little Directivity.

· Strong organizational and time management skills.

· Good talent in making reports & presentations.

· An imaginative and creative mind. 

· Hard worker.                                                                                                                                  



