 



Karla.352115@2freemail.com











Visa Status: Cancelled (Can join immediately)











CONTACT


Dubai, 


United Arab Emirates








QUALIFICATIONS





Angeles Elementary School – Elementary Education





   Computer Skills:


Advanced MS office


MS Word


MS Excel


MS Power Point


Outlook








Sectors of Experience:


9yrs.Extensive experience in the field of Retail Customer Service.





Work in High-pressured, face-paced and Dynamic environment





Managerial Position








Narciso School Incorporated – High School


 1999-2004

















Holy Angel University – BS Business Administrator 


2004-2007











May 2012 – Present – Dubai, UAE


Retail Sales and Operation


Store Manager – Aldo Accessories. 


Duties included but were not limited to:


Developing and managing the service environment


Set, monitor and continually seek to improve customer service standards within the store.


Monitor, handling of Customer complaints.


Providing a safe and clean store environment for employees and customers


Monitor Stock replenishments to be timely done to ensure optimum stocks in all the sections.


Monitoring and action taken accordingly for non-selling, slow & fast moving items.


Develop, implement and maintain Operational standards to a level of excellence throughout the store, in line with company Policies and procedures.


Be aware of potential areas of shrinkage and areas of risk and suggest of corrective action to be taken


Ensuring random pricing checks on products to be completed on time.


Assisting in accurate stock counts as per store requirements.


Ensures store administration is in sync with company procedures. It is being reviewed on a daily, weekly and monthly basis.


Ensures store security - concerning stock and money.


Giving Daily Sales Target to Sales Staff, ensuring to reach the target provided.


Computing and calculating of Sales Achievement as per Weekly, Monthly and Yearly target.


Monitoring Sales Staff with their quarterly and yearly Achievement and progress for Appraisal.


Providing chair action plan for optimum sales growth.








.











  














Professional Experience:








Profile


Customer Service Professional with 9 years hands-on experience in retail business, planning and execution, business unit development, and project management.

















Apparel Manager Program (AMP)


Apparel VM Trainings


Train The Trainer Program   














INFORMATIONS








Gender:          Female


Visa Status:    Employed


Nationality:     Filipino


Birth Day: 	July 4, 1986 


Religion:	Catholic


Language:	English, Tagalog  


                       and Pampango





TRAININGS AND SEMINAR





Hardworking





Communication Skills





Self-motivated





Organize





Customer Service Oriented





Flexible





Reliable

















October 2007 – April 2012 – Dubai, UAE


Retail Sales and Operation


Senior Sales Associate and Head Cashier at FOREVER21. 


Duties included but were not limited to:


Interacting and attending to customers promptly to determine their needs.


Awareness of customer Needs. Suggest selection that meets customer needs, thus emphasizing on selling points of articles such as quality and utility. 


Assuring customer Satisfaction


Monitoring of product movement to advice the management on customer preferences for them to make appropriate action on stock replenishment


Ensure that the entire product on shelf are well arranged and display for visual impact and that all new merchandise is on display.


Keeping the workplace clean to maintain good working area, ensuring store cleanliness standards are maintained at all times


Encoding Data Base, Plotting Daily Sales to Excel Worksheet


Inventory, Stock Counts and Pricing Control


Updating Stocks, Sales and Transferring of items using RTS


.


       February 2007 – October 2007


Receptionist


Radisson Sas Hotel Dubai Media City Milad Salon


Duties included but were not limited to:


Answer and Forward  phone calls to appropriate individual and departments


Courteously greet visitors and employees and cater to thier special requests, needs and complains


Quickly respond to customer’s question and concern


Schedule customer bookings and maintain appointment book


Maintain accurate data management system, logging information on calls received and maintaining detailed records


Archiving paper files ( Co-ordinating offsite filing resources)


Co-ordinate meetings and appointments


Write letters, emails and prepare documents


Prepare incoming and outgoing mail, packages and distributing them  


Oversee maintenance of the reception and waiting area





























PERSONAL TRAITS











