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Visa Status : 
Cancelled Visa Employment/Residence
Expiry Date : April 22, 2017
Country of Origin:  Philippines 

Nationality: Filipino

Language:  English, Tagalog
Education

College Graduate
Philippine School of Business Administration
From 1991 to 1995

Quezon City, Philippines

Bachelor’s Degree  of Science in Business Administration
Major in Management  

	Competency Summary:
Experiences:

· Front Line Support - Electronics Retail Business Industry
· Administrative & Finance  – Electronics Retail Business Industry 
· Customer Service - Electronics Retail Business Industry 

· Sales – Electronics Retail Business Industry
Skills: 

· Effective Communication with Strong Enthusiasm, Attentive listener, Establish Professionalism and maintains proper Phone etiquette to provide a high quality of customer satisfaction.
· Comply with functional Standard Operating Procedures. 
· Eye to details and quality can easily adapt to the new responsibilities with an initiative.
· Competent in multitasking. 
· Willing to work extra hours whenever required with a commitment to achieve.
· Good follow up skills, numerical thinking, analytical/problem-solving and decision-making.  
· Excellent Computer Proficiency in Windows - MS Excel, MS Word, Outlook, MS Power point, Corel Draw, Software Applications.

Career History (United Arab Emirates)
MAX ELECTRONICS, LLC – E-Max                              LANDMARK GROUP OF COMPANIES                       
Landmark Tower, 10th Floor, Dubai Marina, Dubai (Head Office)                        P.O.Box 120010, UAE
                                                                                                                    March 07, 2009 to Feb 28, 2017
New Branch Location : Al Wahda Street, Al Majaz 2 Area, Sharjah,UAE 
Previous Location :  King Faisal Road, Grand Excelsior Bldg., Abu Shagara, Sharjah, UAE                    
Senior Cashier cum Office Assistant                                 November 1, 2014 to February 28, 2017 
Cashiering/Administration Department                                               
Key Job Deliverables / Accountabilities 
· Demonstrate strong customer service orientation and serve within the customer service guidelines to represent company’s high standards of Professionalism.
· Compliance in Store Standard Operating Procedures based on Daily Opening and Closing Checklist.

· Handling over the counter payments with multiple transactions which include cash, credit card, Credit Note, Foreign Currency and others using Point of Sale (POS) system.
· Post day end transactions, Reconcile Daily Sales Collections and Tally Sales Report to be submitted in Finance the next day before the duly assigned deadline hour.
· Ensure secured and timely deposit cash & cheque on daily basis to be collected by authorized security group.
· Guiding customers for the latest promotional schemes.

MAX ELECTRONICS, LLC – E-Max                              LANDMARK GROUP OF COMPANIES
King Faisal Road, Grand Excelsior Bldg., Abu Shagara, Sharjah, UAE                                       
Office Secretary cum Receptionist                                       January 1, 2013 to October 31, 2014
Administration Department                                               
· Handling multifaceted tasks of Office Management, Executive Support & Organizational communication.
· Responsible for records accuracy, data entry, monitoring, evaluate, documentation of reports such as manpower details, salesman budget wise and others as required by HR, Training, Finance, IT, and Maintenance departments for regular updates on system, follow-up/s and processes.
· Answer calls with proper customer service orientation & maintain Phone etiquette including an act of calling back to ensure high quality of customer’s satisfaction.
· Escalate calls to concern department/person if necessary. 

· Screening calls, taking messages and evaluate questions to provide accurate information.

· Maintain a list of updated contact details.
· Review & respond to incoming e-mail messages.
· Register fingerprints of all Staff in Bio-metric system for attendance purposes.
· Receiving & Disseminate important documents.
· Internal consumption updates for inventory purposes including Fixed asset lists, completion First Aid Kit etc. as required by Audit Team. 

· Prepare Requisition of Office, Pantry supplies & staff’s uniforms.

· Managing stockrooms, corporate/meeting rooms and maintain cleanliness of all areas of responsibilities.
MAX ELECTRONICS, LLC – E-Max                              LANDMARK GROUP OF COMPANIES
King Faisal Road, Grand Excelsior Bldg., Abu Shagara, Sharjah, UAE                    
After Sales Representative                                                       May 1, 2011 to December 31, 2012                                                                    
Customer Service Department                                           
· Compliance in company’s Rules & Regulations in regards to Return & Exchange Policy of an item/unit including Extended Warranty guidelines.
· Provide a proactive customer service by managing queues, handling customer’s issues, assist staff/vendor to test a repaired unit, helping customers to fill up Sales Return & Service Request Form, showing empathy towards the customer for inconvenience of any situation that has been caused.
· Prepare Daily and Monthly Sales Return Summary and Book Reconciliation.
· Log complaints.

· Daily return to the department of packed piece units or items which is in saleable condition.
· Issue Credit Note to the Customer.

· Explaining to customers the reason why the product cannot be returned/exchange & escalate issues if they don’t agree and/or upon customer’s request.

· Answer phone calls in regards to service request & status verification of units with request for repair and other queries.
· Calling service center/vendor to pick-up all units for repair.
· Receiving repaired products from vendor.
· Call customers to pick-up their repaired units.
· Maintain cleanliness of the department at the end of duty.
MAX ELECTRONICS, LLC – E-Max                              LANDMARK GROUP OF COMPANIES
King Faisal Road, Grand Excelsior Bldg., Abu Shagara, Sharjah, UAE                    
Sales Representative                                                                    March 07, 2009 to April 30, 2011                                                                    
Audio/Video Department                                           
· Ensure that each customer receives outstanding customer service by assisting them, giving demos & closing the deals regarding TV and other audio/video products. 
· Promotes company’s value added services such as extended warranty and accessories. 
· Maintain internal visual merchandising and in-store displays. 
· Checking and making price cards using Corel Draw software.
· Ensure store appearance meet the company’s standards at all times.  



