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JOSEPHINE

JOSEPHINE.363169@2freemail.com  

Career Objective:

To be a part of a progressive organization that offer challenges, opportunities for advancement, recognition and influence. To obtain a good position in a prestigious organization using my skills and commitment to perform quality of work.
Work Experience:
Position

:
Sales Coordinator
Year


:
January 03, 2016 up to present

Company

:
New boy

Location

:
Dubai, UAE

Job Description
· Responsible for all back office assistance related to sales.
· Responsible for preparing quotations and sales offers
· Responsible for following up diligently on sales offer made
· Update the respective sales managers of feedback from the customers, regarding offers made.
· Processing all the LPO coming from the supplier
· Follow up on execution of order once the orders have been booked.
· Follow up with suppliers for execution of orders, vessel details and dates of deliveries.

· Responsible for all back office documentation required to execute and complete an order booking process.

· To respond to customer inquiries or sales assistance while the sales managers are out on field.

· Responsible for delivery schedules and keep both customers and logistics team apprised of the schedule.

· Responsible for maintaining the sales database, preparing sales reports as required by the sales manager.

· Responsible for sending weekly stock update to the suppliers.

Position

:
Merchandiser / Promoter
Year


:
March 03, 2013 – January 02, 2016
Company

:
New boy

Location

:
Dubai, UAE

Job Description
· Responsible for delivering an outstanding customer service to all customers.
· Responsible for promoting the products and using appropriate sales techniques and product knowledge to reach sales targets.
· Assisting shoppers to find the goods and products they are looking for.
· Receiving and storing the delivery of large amounts of stock.
· Responsible dealing with customer complaints.

· Monitoring the best-selling and non-selling products

· Responsible for weekly and monthly store sales report
· Responsible for stock replenishment, promotion of products and new launches.

Position

:
Sales Clerk

Year


:
August 2010 – March 01, 2013
Company

:
Konad Stamping Nail Art / Ollin bags




Skin jam General Trading LLC

Location

:
Dubai, UAE

Job Description

· Attend and assist customers needs promptly

· Responsible for stocks inventory

· Maintain cleanliness and freshness of our products

· Facilitate to advertisement and promotion of the company

· Handling cash register

Position

:
Customer Service Representatives
Year


:
December 2008 to May 2010
Company

:
Abenson, Inc.

Location

:
Manila, Philippines

Job Description:
· Answer customers question and concerns,and provide answers or responses.
· Provides excellent customer service

· Provide information about products and services
· Handle returns or complaints

· Record details of customer contacts and action taken

· Review and select standard responses for answers or solutions

· Refer customers to supervisors or more experienced employees

· Greet customers warmly and ascertain problem or reason for calling.

Qualifications:

· Dedicated and hardworking

· Ability to work independently, under pressure, adaptable, optimistic

· To work in different environment and culture

· Self-motivated and able to handle  documentation on time.

· Flexible mind, enthusiastic, willingness to learn.

· Good knowledge of MS office especially Excel for preparing sales based reports.

Education:

Bachelor of Science in Business Administration – Major in Management

University of the East

Caloocan City, Philippines

1999

Personal Information:

Date of Birth

:
14 July, 1979

Nationality

:
Filipino

Civil Status

:
Single 

Language

:
English, Tagalog, Japanese
