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LANY 

LANY.348752@2freemail.com   

CAREER OBJECTIVE:
To further enhance my skills and capabilities from my chosen field and work with

The right company where I can contribute progressively and be acknowledged equally treated and properly rewarded.

SPECIAL SKILLS:

Detail oriented and works with high degree accuracy. Fast Learner, Hard working, highly organized, flexible & a team worker. Ability to multitask and meet changing deadlines, self directed and able to complete tasks with limited supervision, maintain staff confidentiality. Knowledgeable in MS Office (Word, Excel & PowerPoint), Basic Trouble shooting and installation, Operation of office equipment such as fax machine, typewriter, photocopier & PABX, POS and Inventory control

PERSONAL INFORMATION:

VISA STATUS                :    Visit Visa Expired on April 12,2017
PLACE OF BIRTH        :    Dapdap Panique Tarlac –Philippines

CIVIL STATUS              :    Single
NATIONALITY             :    Filipino

RELIGION                     :    Christian

HEIGHT                         :    5’4 ft. tall

WEIGHT                        :    120 lbs.

EDUCATION:

 System Technology Institute (STI) - Angeles City, Pampanga, Philippines.
 Computer Programming Graduate                     

EMPLOYMENT HISTORY:
Bosch – Authorized Distributer of Bosch Home Appliances (Home wide Mohamed Hareb Aloitaba)
August 22, 2012 To September 25 2016
Alqouz Industrial Area – 4 Dubai U.A.E
Customer Service Representative cum Logistics Coordinator 
Job Details: 
·     Determines requirements by working with customers.

·     Answers inquiries by clarifying desired information; researching, locating,  

    And providing information.

·     Resolves problems by clarifying issues; researching and exploring answers 

    And alternative 

    Solutions; implementing solutions; escalating unresolved problems.

· Fulfills requests by clarifying desired information; completing 

 Transactions; forwarding requests.

· Sells additional services by recognizing opportunities to up-sell accounts; 

      Explaining new features.

· Maintains call center database by entering information.

· Keeps equipment operational by following established procedures; 

      Reporting malfunctions.

· Updates job knowledge by participating in educational opportunities.

· Enhances organization reputation by accepting ownership for 

· accomplishing new and different requests; exploring opportunities to add 

Value to job accomplishments.
     Job Details Front Desk Executive/Admin

· Responsibilities

· Coordinate and monitor supply chain operations 

· Ensure premises, assets and communication ways are used effectively

· Utilize logistics IT to optimize procedures

· Recruit and coordinate logistics staff (e.g. truck drivers) according to availabilities and requirements

· Supervise orders and arrange stocking of raw materials and equipment to ensure they meet needs

· Communicate with suppliers, retailers, customers etc. to achieve profitable deals and mutual satisfaction

· Plan and track the shipment of final products according to customer requirements

· Keep logs and records of warehouse stock, executed orders etc.

· Prepare accurate reports for upper management

Apple-Arab Business Machine Authorized Apple Distributor 

JANUARY 2011 to MARCH 2012 (Temporary Position)
Tecom Area Internet City Dubai U.A.E

Jib Title: 
Front Office Executive/ Admin Assistant  

AL KHALEEJ BITUMEN CO. – (March 14, 2009 to Dec 30, 2011)

Company Background: Manufacturing Asphalt Emulsion

MUSSAFAH ABU DHABI U.A.E 

Company Background: Manufacturing Asphalt Emulsion

MUSSAFAH ABU DHABI U.A.E

Job Title:

Front Office Executive cum HR assistant /Admin assistant  
· Maintains workflow by studying methods; implementing cost reductions; and developing reporting procedures.

· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
     Job Details HR assistant 

· Contributes to team effort by accomplishing
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.
MARINA EXOTIC FURNITURE - SEPTEMBER (2007 to Sept 2009) 

Marina gulf Trading LLC

Company Background Retail /Sales/exporting (exotic, modern, classic furniture)

Al Barsha Dubai, U.A.E

Job Title:  Sales Supervisor

· Manage retail staff, including cashiers and people working on the floor.

· Meet financial objectives by preparing an annual budget; scheduling expenditures;  

Analyzing variances; initiating corrective actions.

· Formulate pricing policies.

· Determine daily coupons.

· Ensure pricing is correct.

· Work on store displays.

· Attend trade shows to identify new products and services.

· Coach, counsel, recruit, train, and discipline employees.

· Evaluate on-the-job performance. 

· Identify current and future trends that appeal to consumers.

· Ensure merchandise is clean and ready to be displayed.

· Approve contracts with vendors.

· Maintain inventory and ensure items are in stock.

· Keep up with fluctuating supply and demand.

· Analyze operating and financial statements for profitability ratios.

· Ensure promotions are accurate and merchandised to the company’s standards.

· Utilize information technology to record sales figures, for data analysis and forward 

                             planning.

· Ensure standards for quality, customer service and health and safety are met.

· Monitor local competitors.

· Ensure hours of operation are in compliance with local laws.

· Maintain store's cleanliness and health and safety measures.

· Organize and distribute staff schedules.

· Preside over staff meetings.

· Help retail sales staff achieve sales targets.

· Manage different departments within the store.

· Handle customer questions, complaints, and issues.

LIFE STYLE & the Baby Shop -FEBRUARY (2001 to 2005)

Land Mark Group LLC. 

Company Background: Retail/ Sales (Cosmetics and Accessories) 

Dubai Oasis Mall Alquoz
Job Title: Department Sales in charge
CHARACTER REFERENCES:

Shall be furnished upon request.           
I hereby declare that all of the above information’s are true and accurate to the best of my Knowledge 
Human Resource Department

Dear Sir/Madame,

I would like to this opportunity to formally express my interest in a suitable position in your reputable company and be a part of your prestigious team.

Attach is my curriculum vitae – for reference and your kind perusal.

The attachment will provide you more informed evaluation of my qualifications relative to your job requirements. I am confident that my fast and varied experience will adequately prepares me for the required job responsibilities, and I assure you of my ability to perform well. I am also willing to undergo training to meet the demand of the post. I am previously working here in Bosch Company. We are international supplier of home appliance which is meet extremely high standards offer .characterized by high value appeal and stable value. Products more than a decade. 
References can be made available- upon request.

Thank you in advance for your kind consideration, and I look forward receiving your positive response in due course. Applicant for the Position of Receptionist

Faithfully yours,
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