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OBJECTIVE
To be a part of a progressive company where I could contribute to the organization’s success by utilizing most of my expertise and continuously learn and develop new skills to raise the quality of my performance.
EMPLOYMENT HISTORY
Front Office Receptionist/Secretary/Coordinator
Reflex Value Concepts LLC (Retail Fashion and Apparels)
Warehouse # 93, Dubai Textile City 45822
December 26, 2014 – January 5, 2017 
Duties Function and Responsibilities:
· Receive mails and other deliveries, direct and relay telephone messages and fax messages and file correspondence especially for purchase orders.
· Prepared and organized materials as needed for meetings and conferences. Assist in the preparations of meetings.
· Maintains the calendar for the Managing Director, arrange meetings or appointment schedule.
· Maintain an adequate inventory of office and stores supplies.
· Maintain a record of customer feedback, customer details and send email & sms marketing when there’s promotion.
· Provide secretarial support. Saving legal documents on dropbox.
· Provide HR support, call / email candidates for interview and follow up on their schedule. Encode Daily Time Record of staff and file accordingly.
· Assist new staff whatever requirements/documents to be sign for joining formalities.
· Scanning important documents of the staff and save on their individual files accordingly. 
· Send documents / packages via courier, track online for an updates.
· Monitor the use of supplies and equipment. Send purchase order to china when out of stocks.
· Coordinate the repair and maintenance of office equipment.
· Ensure cooperative working relationship with staff and external stakeholders (contractors, suppliers, vendors. Etc.).
· Taking pictures of the new received Apparels for posting online site.
· Editing photos to be posted in website for online shopping using photo shop and Adobe Illustrator.
· Editing original artwork like flyers and banners and placing new design.

· Updating product records on the new arrival items to be send in all stores.

· Update sales images and purchase series on dropbox.

· Uploading products on website

· Making price points/signage whatever promotions on the stores.
Buyer / Purchaser – Personal Care & Household Products
Novo Jeans and Shirts Gen. Merchandise (Philippines)

186 Mac Arthur Hi-way St. Karuhatan Valenzuela City

July 2010 – December 2014
Duties Function and Responsibilities:
· Responsible for planning and selecting range of products to sell in stores.

· Analyzing consumer-managing patterns and predicting future trends, managing plans for stock levels reacting to change in demands.

· Selecting new products and reviewing the performance of current and past collections.

· Finding suppliers that meet high standards of quality, price, creativity and company standards.

· Negotiating prices that meet expectation of value fashion business and keep the company competitive in the market.

· Ensuring the products delivered on time.

· Helping to interpret reports and predicting future sales.

· Stock control.

· Budgeting

· Reacting to any changes in customer’s demand.

· Maintaining relationships with existing suppliers while seeking new ones.

· Attending trade events.( China Import & Export Fair)
· Getting feedback from customers and monitoring stores managers and merchandisers for the present and upcoming collection.

· Stock monitoring for saleable items preparing for repeat order.
Assistant Secretary of the Operation Manager
Novo Jeans and Shirts Gen. Merchandise 
Northern Mindanao, Philippines

January 2009 – June 2010

Duties Function and Responsibilities:
· Assist the needs of the Manager.

· Checking staff attendance and punctuality reports.

· Helping the Manager by choosing for non-saleable items for price reduction.

· Coordinating Store Supervisor for merchandising.

· Gaining a thorough understanding of every store problem and look for a better solution.

· Organize meeting in every store visit for a new rules applied and to ensure proper customer service is being delivered.
Store Supervisor
Novo Jeans and Shirts Gen. Merchandise 
Cagayan De Oro City, Philippines
July 2004 – December 2008

Duties Function and Responsibilities:
· Supervised retail staff including cashiers and people working in the store.

· Coordinate the shipping of goods, sets up display, and assist customers and staff.

· Work on store display.

· Maintain inventory and ensure items are in stock.

· Ensure promotions are accurate and merchandised to the company’s standard.
· Ensure hours of operation are in compliance with local laws.

· Maintain stores cleanliness and health and safety measures.

· Organize and distribute staff schedules. Presides over staff meetings.
· Manage different departments within the store.

· Receive and check deliveries and encode in the system.

· Monitoring the daily sales and monthly report.

· Checking the stock from the warehouse.

· Reporting about the sales report and other problems from the Area Manager.

· Implements and practices, merchandising techniques and methods of stocking and inventory handling and displaying merchandise.

· Check the products before the opening and closing of the store.
· Responsible for making purchase order from head office.

· Assist the Manager when having stocks pull-out, transfer and change price.

· Responsible in hiring new sales assistant, train and evaluate.

· Handle customer complaints, issues and questions.
SKILLS

· Knowledge in Microsoft Office (Excel, PowerPoint, Microsoft Words)

· Basic knowledge in Adobe Photo Shop And Illustrator

· Can speak and understand English

· Knowledge in oral and written communication

· Ability to work well under pressure and meet daily deadlines
EDUCATION
College:        FOOD TECHNOLOGY (2001 - 2003)
                      Specialization in Food Beverage Preparation & Services
                      (OCSAT) Ozamis City School of Atrs and Trades
Secondary:   Ozamis City School of Arts and Trades (1998 - 2001)

                      Maningcol Ozamis City

Primary:      Maningcol Ozamis City (1994 - 1997)
