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	AISA 
Aisa.351342@2freemail.com


	Z


	

	PERSONAL DATA

	Gender:
	Female

	Civil Status:
	Single

	Nationality:
	Filipino

	Religion:
	Roman Catholic

	Visa Status:
	Visit Visa



	WORK EXPERIENCE

	1.
	Position:
	Retail Sales Supervisor 

	
	Duration:
	March 2013 – March 30, 2015 

	
	Company:
	K Corner LLC (Distributor of European Leather shoes and Medicated Sandals)

	
	Location:
	Dubai, United Arab Emirates

	
	Department:
	Retail Showroom

	
	Job Description:
	· Manage retail staff working on the floor.

· Ensure standards for quality of customer service is met.

· Organize and distribute staff schedules.

· Help retail sales staff achieve sales targets.

	2.

	Position:
	Sales Associate 

	
	Duration:
	March 2011 – February 2013 

	
	Company:
	K Corner LLC (Distributor of European Leather shoes and Medicated Sandals)

	
	Location:
	Dubai, United Arab Emirates

	
	Department:
	Sales Department (Showroom)

	
	Job Description:
	· Greet Customers; provide product information, specification and prices.
· Communicate all merchandise needs and/or issues to store in-charge and coordinator.

· Assist store in-charge in organizing cash register, balancing and sales reports.

· Participate in stock stake/ physical inventory as required.

	3.
	Position:
	Hardware Sales Associate

	
	Duration:
	March 2008 – October 2010

	
	Company:
	Davao City Hardware 

	
	Location
	Davao City, Philippines

	
	Department:
	Front line 

	
	Job Description:
	· Maintain awareness of all promotions and advertisements.
· Execute the daily operational, day-to-day goals and priorities assigned by store management.
· Assist in the training and development of peers. 
· Uphold merchandising and store cleanliness standards. 
· Participate in the processing of new shipments and help the team to keep the receiving and back stock area clean and organized. 

	4.
	Position:
	Data Entry Clerk

	
	Duration:
	August 2007 – February 2008

	
	Company:
	Earth Grain Companies

	
	Location
	Davao City, Philippines

	
	Department:
	Logistics

	
	Job Description:
	· Keep and maintain an accurate inventory record of products and submit a weekly report to the manager.

· Receives and verify precision of incoming and outgoing orders.

· Prepares invoices for orders as required.
· Respond to requests for information of product availability and access relevant files.

	5.
	Position:
	
	Accounts Assistant/Data Encoder 

	
	Duration:
	April 2007 – June 2007

	
	Company:
	Department of Trade and Industry

	
	Location
	Davao City, Philippines

	
	Department:
	Accounts Department 

	
	Job Description:
	· Compile and verify accuracy of data before entering system.

· Locate and correct data entry errors and report to supervisors.

· Maintains logs of activities and completed work.

· Sort source documents such as cancelled cheque, sales reports or bills and enter data in specific data fields or files.



	 EDUCATION

	Education Level:
	Bachelor's Degree

	Course:
	Bachelor of Science in Commerce major in Management

	School/University:
	Holy Cross of Davao Colleges

	Location:
	Davao City, Philippines

	Date:
	June 2002 – April 2007



	SKILLS

	· Good oral and written communication skills.

· Documentation, record keeping and file processing.

· Ability to handle different types of office equipment – Personal computer, scanner and photocopy machine.

· Capable of working with minimum supervision.


