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Nova 

Nova.362505@2freemail.com  

Seeking a fulfilling position that offers growth opportunities allows me to utilize my skills and experiences.
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CAREER SUMMARY
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I am an upbeat, enthusiastic and punctual professional with extensive experience in Sales and Administrative works and with a distinctive approach and style in tasks execution. I am a self-motivated; people oriented, innovative, target-driven, assertive and effective team player with a proven track record on work ethics and professionalism.

EDUCATIONAL ATTAINMENT
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	College
	:
	Bachelor of Science in Management Information System

	
	
	AMA COMPUTER COLLEGE

	
	
	Cagayan de Oro City, Philippines

	
	
	S.Y. 2003-2004

	
	
	Bachelor of Science in Business Administration

	
	
	Major in Marketing Management

	
	
	SOUTHWESTERN UNIVERSITY

	
	
	Cebu City, Philippines

	
	
	S.A. 2011- 2012

	High School
	:
	Opol National Secondary Technical School

	
	
	Opol, Misamis Oriental, Philippines

	
	
	S.Y. 1999-2003

	Elementary
	:
	Opol Central Elementary School

	
	
	Opol, Misamis Oriental, Philippines

	
	
	S.Y. 1998-1999


PROFESSIONAL EXPERIENCE
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Outdoor Sales Executive

ALDRO Trading LLC (Present)

Dubai, United Arab Emirates

Key Responsibilities:

Work with direct clients to sell the products. Evaluate, present and negotiate business opportunities Meet clients and build relationships for sales.
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Visiting clients for promoting of new items and offers. Achieve or exceed the allocated sales target.
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Manage accurate and timely market information related to opportunities, competition, changing trends and feed it back to Sales Manager.
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Keeping management informed by submitting daily activity reports to the Head of Department
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Follow up client’s orders and account payments after sale
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Sales Associate

Trivision Optical

The Dubai Mall

Dubai, United Arab Emirates

Key Responsibilities:

Dealing with customer;
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Offered customers with exemplary and timely service;
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Met and exceeded sales goals;
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Involved in stock control and management;
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Stocking shelves with merchandise;
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Recommend alternative purchase choices;
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Responsible for security within the store;
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Posts transactions on cash register or other approved means;
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Achieving company’s goal;

[image: image22.jpg]




Cashier / Sales Assistant

9mos of Experience

EPPCO/ENOC

Dubai, United Arab Emirates

Key Responsibilities:

Greeting customers who enter the store.
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Assisting shoppers to find the goods and products they are looking for; Being responsible for processing cash and card payments;
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Answering queries from customers;
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Reporting discrepancies and problems to the supervisor; Balancing cash registers with receipts;
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Dealing with customer refunds;
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Responsible dealing with customer complaints; Attaching price tags to merchandise on the shop floor;
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Receiving and storing the delivery of large amounts of stock; Keeping up to date with special promotions and putting up displays;

[image: image32.jpg]


[image: image33.jpg]



Product Specialist / Make-up Artist

4 years of Experience

Ever Bilena Cosmetics Inc. (DIRECT SALES DEPARTMENT) Northern Mindanao Area, Philippines

Key Responsibilities:

Product and make up demonstration; Marketing Plan presentation
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Work with business units in developing business plans to achieve company revenue goals;
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Analyze competitive marketplace and industry trends to accordingly develop business strategies for revenue generation;
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Establish pricing strategies and guidelines for new product development; Obtain customer feedback and suggest appropriate product revisions; Coordinate with engineering and manufacturing teams in product development activities;
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Recommend product enhancements and updates to identify new business opportunities.
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Cashier

2 years of Experience (2010-2012) Robinsons Supermarket

Cebu City, Philippines

Key Responsibilities:

Accepts cash, checks or bankcards for payment of fees or cost of goods/services received; completes checks and bankcard transactions according to established procedures;
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Reviews order or fee schedules to calculate total fee/price and counts money, gives change, and issues receipt for funds received;
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Balances cash drawer against receipts, resolves discrepancies; deposits funds into proper accounts using basic accounting practices;
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Receives and fills telephone or mail orders; prepares invoices and bills according to established procedure;
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Sales Associate

3 years of Experience (2004-2006) Madisson Shopping Plaza Inc. Cagayan de Oro City, Philippines

Key Responsibilities:

Smile and Greet to every customer entering the store; Provided accurate product information; Recommended alternative purchase choices;
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Maintained working knowledge of store’s policies and procedures;
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Merchandised, restocked and maintained sales floor;
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Built and maintained internal and external customer satisfaction; Met and exceeded sales goals;
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Upheld brand and operational standards;
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Assisted supervisors to identify and resolve issues in the store.


