ANALIA 
Analia.356022@2freemail.com
	OBJECTIVE
	


With my outmost desire to be a part of your prestigious and dignified organization where my ability and ideas may be ordained not only for self aggrandizement but for the interest and welfare of the company’s aim.
	SKILLS
	


· Good Communication Skills 

· Hardworking, responsible, fast learner, trustworthy, self-motivated and determined

· Computer Skills include Microsoft Office Applications (Word, Excel, Powerpoint), Web Browsing & Electronic Mail. 

· Basic knowledge basic computer hardware & software installation troubleshooting and networking.
	EDUCATION
	


· Associate Degree

· Information Communication Technology (ICT)
International Electronics and Technical Institute, Philippines 

Year 2004-2006
· CISCO Certified Network Associate (CCNA) 

· Certified in Computer Technician
	WORK EXPERIENCE
	


Position
:    Sales Executive/Cashier/Merchandizer/Customer Service
Company Name
:    LEVI’S BRAND (April 2013 – April 5, 2016)

 
    PRIMADONNA COLLECTION (April 6  up to Present)
Job Duties Sales Executive
· Acknowledge and greet customers who enter the store.

· Assist and advice customers to find the items they are looking for.

· Provide product knowledge to customers.

· Handle customers’ queries, returns and complaints graciously and effectively.

· Report discrepancies and problems to the supervisor.

· Ensure the store is neat, clean and organized throughout each business day.

· Responsible for security within the store and being on the look out for shoplifters 
and fraudulent.

· Attach price tags to merchandise on the shop floor.

· Involve in stock control and management. 

· Receive and store the delivery of large amounts of stock.

· Keep up to date with special promotions and putting up displays.

· Actively participate in all programs and procedures that drive sales.  

· Performs other related duties as assigned by the manager-on-duty.

· Receive cash, card or voucher payments, and bag or packages purchases,

give change and receipts, thanks and encourage customers to come back.

· Attend meeting every month and discuss to my manager about the operation in the store and make suggestion if necessary.
· Submit an accurate sales report at the end of the day, monthly sales and 

               Outlet stock report  at the end of each month to the head office.

Position
:
Cashier/Administrative Assistant
Company Name
:
Qaisar Ali Dordaneh Supermarket, Musaffah M/37, Abu Dhabi, UAE

Duration
:
December 2009 – February 2013

Job Duties as Cashier cum Administrative Assistant
· Receive cash, card or voucher payments, and bag or packages purchases, 

               Give change and receipts, thanks and encourage customers to come back.
· Receive, maintain and register correspondences, and other documentation and filing accordingly.

· Prepare and type email, reports, business and official correspondences.

· Maintain the general filing system and file all correspondence.

· Receive, direct and relay telephone messages and fax messages.

· Follow and update document control procedures when necessary.

· Coordinate between different departments inside your individual company.

· Send and receive email.
Position
:
Visa Checker (Trainee)
Company Name
:
Mactan  Cebu  International  Airport , Cebu City, Philippines

Duration
:
June – September 2009

	PERSONAL DETAILS
	


Birthday
:
March/13/1983




Gender
:
Female

Civil Status
:
Single

Nationality 
: 
Filipino


Religion
: 
Islam



Languages
:
English/Tagalog/Arabic/ Urdu(Basic)
References
:
Available upon request

	
	


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