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PERSONAL PROFILE:

Age: 28 Yrs Old

Sex: Female
Height: 5’3”

Weight: 110 lbs

Religion: Roman Catholic

Visa Status:
Nationality: Filipino

Language: Tagalog, English
EDUCATIONAL BACKGROUND

Highest Educational Attainment 

School: Calayan Educational Foundation Inc.
Course: Caregiving (1year)
References:

Furnished upon request
	Joana.345515@2freemail.com
COMPETENCY SUMMARY
EXPERIENCE:

· Team Leader/Branch Supervisor
· Executive Operations/Quality Analyst
· Consultant
· Branch Manager
SKILLS:

Team Player, has an eye to details and quality, enthusiastic with strong and effective communication skills analytical thinking, problem solving and decision making, strong ability to learn, adopt, improve new responsibilities, initiative and commitment to achieve.
Express excellent personal presentation and grooming disciplines that will reflect and complement the highest standards of the company.

PROFILE:
·  Highly presentable, good communication skills and deals well with guest across all ages and professions.
· Scientific approach and attention to details.

· Highly motivated, inquisitive creative and resourceful
EXPERIENCE AND QUALIFICATIONS:

· Proficient with store operation procedures working in Philippines

· Adherence to standards strictly implemented

· Good team player.
· Good interpersonal ability and excellent customer service skills
· Flexible 
· Hardworking

· Optimistic and Independent

· Fast Learner

· Easy to get along with

WORKING EXPERIENCE:

Team Leader-Inventory Clerk
Abdullah AL Othaim Leisure & Tourism

Fabyland Entertainment

Deerfield Mall, Abu Dhabi UAE

April 10, 2015 up to present

JOB DESCRIPTION

· Provides direction, instructions and guidance to  a group of individual to achieve a certain goal.

· Develop a strategy the team will use to reach its goal

· Provide any training that team members need

· Communicate clear instructions to team members

· Listen to team members' feedback

· Monitor team members' participation to ensure the training they providing is being put into use, and also to see if any additional training is needed

· Manage the flow of day-to-day operations
· Provides customer service support to the organization.

· Analyzing and initiates and/or implements corrective action in order to provide excellent level of customer satisfaction.

· Handling difficult or unusual situations.

· Guest service offer reports to work as per schedule.
· Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in establishment: Counts material, equipment, merchandise, or supplies in stock and posts totals to inventory records, manually or using computer.

· Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.

· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies.

· Compiles information on receipt or disbursement of material, equipment, merchandise, or supplies, and computes inventory balance, price, and cost.

· Prepares reports, such as inventory balance, price lists, and shortages.

Aegis People Support
Executive Operations/Quality Analyst
Makati City Philippines

June 2013 – July 2014
JOB DESCRIPTION

· Answer telephones, direct calls and take messages. 
· A Bank Customer Service Representative professional plays many roles, not the least of which is to protect sensitive data and monies entrusted to his or her financial institution employer. 
· Customer Representative answers questions regarding customers account.
· Screens incoming and outgoing calls to ensure quality, customer service, and adherence to the policies and procedures of the organization. Provides feedback to assist in the creation of performance improvement goals and the development of training programs.
Sutherland Global Services
Consultant/Customer Service Representative

Ebay Trust and Safety/ General Support
Taguig City, Philippines
April 2011 – March 2012

JOB DESCRIPTION

· Answer telephones, direct calls and take messages.
· Serves customers by providing product and service information.
· Resolving product and service problems.
· Ensure safety of customers account.
NYJ Telecom
Branch Manager
Tayabas Quezon,  Philippines

May 2008 – June 2011
JOB DESCRIPTION

· Responsible for total branch performance in accordance with company policy and procedures.
· Create and execute the branch business plan.

· Ensure store profitability and manage and develop branch personnel.

I hereby attest that the above information are true and correct to the best of my knowledge and belief.




