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OBJECTIVE

To obtain a career oriented position where my abilities, potentials, and experiences can be fully utilized towards the achievement of the company’s goals and growth.

SUMMARY OF QUALIFICATIONS 
Known for warm personality, dedicated, hardworking, customer-focused and administrative professional offering significant experiences in self-directed positions requiring effective support, secretarial, customer service and administrative abilities. Proven interpersonal, communications and multi-tasking skills. Adaptable team player recognized for willingness to learn and teach newly acquired knowledge.
CORE COMPETENCIES

· Strong Customer Relations

· Reception and Secretarial Skills

· Office Administration Skills

· Report Writing and Presentation Skills

· Effective Telephone Manner and Communication Skills
· Filing Data Base and Records Management
· Computer and Technical Proficiency
· MS Excel and MS Word
· MS Power Point and other related areas

· Printer and Scanner

· Fax  Machine

EDUCATIONAL ATTAINMENT  
Assumption College of Nabunturan
Nabunturan Compostela Valley Province
Bachelor of Science in Business Management – Operation Management

Graduated on March 2013
JOB EXPERIENCES
Al Syouri F.Z.E (General Trading)

Ajman, UAE (April 2015- Present)
Position: Sales Assistant/ Administrative Assistant/ E-commerce Website Administrator

Sales Assistant
· Ensure high levels of customer satisfaction through excellent sales service

· Maintain visual merchandising standards

· Ascertain customers’ needs and wants

· Recommend and display items that match customer needs

· Welcome and greet customers

· Manage point-of-sale processes

· Actively involve in the receiving of new shipments

· Keep up to date with product information

· Accurately describe product features and benefits

· Follow all companies policies and procedures

Administrative Assistant
· word processing;

· audio and copy typing;

· letter writing;

· dealing with telephone and email enquiries;

· creating and maintaining filing systems;

· keeping diaries and arranging appointments;

· organizing travel for staff.
E-commerce Website Administrator

· Generate and update website content (products, content, promotions)

· Work with agencies to build traffic & sales via the website (PPC agency, email marketing provider, e-commerce provider, etc)

· Plan, define and implement website changes and functional improvements

· Maintain and update the online marketing plan for the website

· Monitor key performance indicators on the website and develop plans to improve them
Ramsis Gift Center L.L.C. (READY-MADE JALLABIA GARMENTS)
Sharjah, UAE (January 2014- February 2015)
Position:  Sales Associate
· Ensure high levels of customer satisfaction through excellent sales service.
· Assess customer’s needs and provide assistance and information on product features.

· Serve visitors by greeting, welcoming, directing and announcing them appropriately.

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Maintained sales records for inventory control.

PERSONAL INFORMATION 

Age


:

24
Height


:

5’ 2”

Marital Status      
:

Single

Nationality

:
 
Filipino

Language

:

English Filipino and Arabic
