 ROLLY 
Rolly.362555@2freemail.com
OVERVIEW
   More  than  seven  (7)  years  professional  Gulf work  experience  in  store operations    
      and administrative works.
· Well versed in costumer relations, frontline services, and administrative tasks and with competent computer skills.
· Efficient and effective in performing assigned tasks, self-motivated, hardworking and highly dependable.
· Performs best even under pressure and with minimum supervision.
PROFESSIONAL EXPERIENCES

Store In Charge                               - May 17, 2009 - June 13, 20016

Al Wadi Natural Mineral Water Factory


Zurub, Al Buraimi, Sultanate of Oman
Main Branch:

Spring Water


Mazyad, Al Ain, United Arab Emirates

Duties and Responsibilities:

Maintains a store to ensure that it functions smoothly.



Report to the store manager on a regular basis regarding the demand of the items so that the
future orders can be made accordingly.

Document the activity and the matters discussed during the meetings.

Prepares a periodic reports of the store to be submitted to the factory manager.

Keep all the traceability information for incoming and outgoing products.
           Keep all the appropriate records of the materials issued as a part of the new inventories.
        Issued supplies as per the demand of the clients and maintained its records for proper inventory  

of it.
        Received deliveries of new raw materials and ensure that all the supplies are in proper order.
        Ensure that all stocks of goods are used on a First in First out (FIFO) basis to avoid product 


Spoilage.
  Trainee
                                      - April 17 - May 31, 2006
Public Information Division
Department of Transportation & Communication (Manila, Philippines) 

Duties and Responsibilities:
   Prepares and provides the following:

- New clipping for media.

- Scan new article

   Answers/screens incoming calls for the Administrative Officer and employees as well.

   Performs other duties and multi-tasking job as maybe assigned from time to time.

   Incoming/outgoing official documents from e-mail, couriers and fax messages.

   Organizing
the
filing
system
and
record
keeping
of
the
company
(i.e. machines/equipment’s file, supplier’s file, official, confidential documents and reports) and ensures necessary information is always available.

   Responsible to listen to radio to gather daily information.


  Production/Service Crew
   - June 21 - December 19, 2004
French Baker
 Sta. Lucia East Grand Mall, Philippines
Duties and Responsibilities as a Production Crew:

· Act as a production controller inside the kitchen.

· Responsible for cooking, grilling, and frying.

· Responsible for the checking of the inventory outlet specifically the in/outgoing of goods.

· Maintain the cleanliness and sanitation of the area at all times.

Check every 15th day of the month for the inventory sales.

 Duties and Responsibilities as a Service Crew:

· Prompt at all times to the customers’ requests, inquires and assistance.

· Responsible for giving the menu for ordering.

· Contributor in giving the 100% customer satisfaction.

EDUCATION
TERTIARY EDUCATION:

Bachelor of Science in Business Administration

Major in Marketing
SY 2003-2007
University of Rizal System - Rizal, Philippines
VOCATIONAL EDUCATION:
1st Year Machine Shop Technician Major in Machine Shop Practice

SY 2000-2001

Marikina Institute of Science & Technology

EXPERTISE IN COMPUTER SOFTWARES
 Proficient in Microsoft Office Applications (MS Word, MS Excel and Outlook)

 Internet Surfing/Browsing
PERSONAL INFORMATION
Age
: 33 years old
Languages spoken
: English and Tagalog
Civil status
: Married
Visa status
: Tourist Visa
