[image: image1.jpg]



JANE
JANE.365864@2freemail.com  


OBJECTIVE:

To build a career in a professional & growth oriented organization wherein I can utilize and enhance my skills and experiences in a very productive way. 

PERSONAL QUALIFICATION :

Highly talented, career-oriented and self-motivated individual in attaining goals and objectives. With over ten  years of progressive experience with the customer service in a  leading industries like, sales coordination, business strategies, promotions, merchandizing, product inventories, safekeeping of daily cash flow in various companies within the Philippines and in UAE.

 A good team player and hardworking, with the capacity to contribute to the overall performance with commitment and enthusiasm. A person with excellent interpersonal and communication skills both oral and written and have a high level of responsibility, determination, dedication, accuracy and positive attitude towards work and possesses excellent skills in customer service.

WORKING EXPERIENCES:
RECEPTIONIST/SECRETARY
Golden Toys General Trading
Dubai, United Arab Emirates                                          

Feb.2011 to May 31, 2016
Duties & Responsibilities:

· Receives, direct and relay telephone messages from clients. 
· Responsible for all emails regarding the order from suppliers of different countries.
· Entering the confirmed order into the system and monitor the date of goods arrival and the correct amount of the container.
· Plans and arrange travel schedules and reservation for the superiors and executive management as needed 

· Checking the stocks for every item on the system.
· Providing detailed information about the products that the clients needed 

· Making quotation of each items for clients reference 

· Filing some important records of the company

· Ensuring that the company follows all the legal rules and regulations(specifically in Dubai Municipality)
· Maintain an adequate inventory of the office supplies

· Responds to public inquiries.
SALES  EXECUTIVE /CASHIER

W.H.M. Group General Trading 

Dubai, United Arab Emirates

March 17, 2007 – November  27, 2010

Shop dealt with: 

CATIMINI Shop (French Brand Children’s Fashion)

Dubai Mall  & Galleries La Fayette (Sept. 2009-May 2010)

BOBOLI Children Shop (Spain Brand)

Dubai Outlet Mall (Nov.2007-Aug.2009)

WOMEN & KIDS Fashion and Accessories

Fish R/A, Deira, Dubai, U.A.E. (Mar.2007-Oct. 2007)

· Greeting the customers with warm & sincere welcome and assisting them for their needs.

· Maximizing sales target productivity 

· Updating daily sales data and ledger & making weekly/monthly report

· Responsible in handling cash & credit transactions & safekeeping of the daily cash float sales remittances.

· Monitors the availability of the stocks regularly and request new stocks for  replenishment

· Arrange & merchandize products according to their models and categories.

· Assisting in the process of product  inventory,  processing and replenishing merchandize ensuring all  items are well cleaned and in order

· Always aware in the changes of prices that are changing from time to time and always informs customers about promotional offers available.

· Prepares appropriate documents like cash invoice, card purchase orders, return /refund slips, petty cash vouchers, bank deposit slips and commercial invoices.

· Responsible in answering telephone calls from the office or from clients.

· Provides excellent customer service to all people all the time.

PRIVATE TUTOR

Nov.  2002 –June 2005                                                                                Kuwait

Duties and Responsibilities:

· Teach the child in  writing and reading  English  and Mathematics

· Assist them in all their homework and projects

 SALES ASSOCIATE                               
LIBERTY COMMERCIAL CENTER                                                     Philippines
Sept. 2000 – Oct. 2002
Duties and Responsibilities:

· Sales and promotion of products

· Assist the customers in every way they needs 

· Arrange and check the products from time to time

· Maintain high quality of customer service and customers satisfaction

· Maintain the cleanliness of the area

CASHIER/SALES ASSOCIATE
METRO GAISANO

August 1999-September 2000



                   Philippines

Duties & Responsibilities:

· Responsible in all store transactions
· Making daily report and remittances
· Prepares necessary documents such as petty cash vouchers and bank transactions 
EDUCATIONAL ATTAINMENT:
BACHELOR OF SCIENCE IN ELEMENTARY EDUCATION
Bicol  University College of Education
Albay  Philippines
March 2002

PERSONAL INFORMATION:

Birthdate
:



November 19, 1980

Birthplace
:



Albay, Philippines

Age

:



36
Nationality
:



Filipino

Religion
:



Catholic

Civil Status
:



Married
Visa status          :                                                     Tourist
