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 ANADI

ANADI.363429@2freemail.com 
 








OBJECTIVES:
To secure a job that will allow me to contribute the full range of my potentials and skills for the growth and excellence of the company, A position that suitable for my ability and qualification with opportunities for carrier growth, To continuously acquire working experience   for future advancement.
SUMMARY OF QUALIFICATIONS

· Over nine years of experience for different position.

· Followed appropriate procedures rules and regulations of the company.
· In depth knowledge of customer driven service styles.

· Kept the work area clean, well stock and organized. 

· Good computer skills such as typing and keyboarding.
· Good customer Service.
PERSONAL DATA:
Age:                       27

      

Date of Birth:        September 13, 1988

Gender: 

Female

Civil Status:

Married
Height:

5’3

Weight:

55 kg.

Nationality:      
Filipino

Religion: 

Catholic

WORK EXPERIENCE:
Current Position:     Sales Promoter/ Hair Specialist cum Receptionist
Company Name:       Al Samadi Gen. Trading (Dubai U.A.E.)
Brand Name:
   Amika Beauty Care 
DUTIES AND RESPONSIBILITIES:

· Promote sales and services to customer.
· Develop and implement sales and service tools.

· Respond to customer needs and requirements.

· Deliver customer services in a courteous manner.

· Plan and schedule visits to point  of sale to promote products and services. 

· Communicate customer orders and requirements to customer service and care department.
· Ensure delivery of products to customers in a timely manner.

· Assist sales and service manager in preparing and verifying invoices products and merchandise.

· Implement best practice in sales and service activities.

 Position:                 Cashier / Customer Sales Assistance/Receptionist.
                                    (Jan.2012-Aug.2014)
 Company Name:     EPPCO/ENOC (Dubai U.A.E)
 DUTIES AND RESPONSIBILITIES:

· Checking and assuring that all products are well merchandise and according to planogram.
· Stocks ordering and proper receiving. 
· Answered to customer requests and inquiries on time.

· FIFO the items while displaying in the gondola.

· Transacting Bill Payment (DEWA, AMEX, ADBC, ect.)

· Balance all transaction at the end of the day for cash reconciliation.   

 Assistant Secretary:           April 8, 2011- January 25, 2012

 Company:                            Integrated Bar of the Philippines (Cavite Chapter)

 Job Description:                 Ensures that an organization complies with relevant legislation and regulation, keeps board members informed of their legal responsibilities. Ensure that the company and its directors operate within the law. It is also their responsibility to maintain company records and updates the active members. 
EDUCATIONAL BACKGROUND

 Highest Education:

Computer Secretarial (2 years course)


             

Datacom Institute of Computer Technology

                                   

Imus, Cavite, Philippines
                                   

June 2009-2011

 Second Highest Education:
High School Diploma 
                                           
 Allen National High School 

                                            
Allen N. Samar Philippines
                                           
June 2000-April 2004

TRAINING RECORD:

     NETP
: New Employee Training Program (Emirates Petroleum Products Co.) 

     BFHTC
: Basic Food Hygiene Training Course (conducted by: Dubai Municipality)

     MCST
: Managing Customer Service Training (Emirates Petroleum Products Co.)

     BFFT
: Basic Fire Fighting Training( Civil Defense Training Center-Al Awir )

ACHIEVEMENTS AND AWARDS

Star Employee for the following Months:
January 2013








May 2013








November 2013


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