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Address: Dubai, U.A.E.
E-mail address: juvy.367814@2freemail.com 
Juvy
Subject


Administrative Assistant, Receptionist, Office Assistant, Ticketing Sales, 

Front Desk, Office Staff, Secretary
Objectives
To be a part of an organization that is both dynamic and competitive. Providing its workforce the best possible opportunities for career growth and personal development and thus reward hard work and superior performance.

Computer Skills
Proficient in Microsoft Word, Excel, PowerPoint 

Education

Graduate of Bachelor of Science in Nursing
2008      Benedicto College

             

 Cebu City, Philippines
Experience


March 20, 2013 – present  
Cashier / Deputy Shop Manager 
Brands for Less LLC




Dubai, U.A.E.
· Welcomes and assists the customer and gives 100% customer service and satisfaction 

· Cleans the store premises
· Displays the new stocks that arrived from the warehouse
· Assists the customers with questions, problems and complaints
· Advices alternative suggestions to the customers
· Accept payments (cash or credit card) from customers, issues receipts and wraps the goods purchased
· Maintains clients’ files and contact numbers and updates them for new promotion or upcoming events
· Maintains good customer service to the customer 
· Attends in company exhibition
· Prepares daily sales reports and inventory reports at the end of the day 
· Prepares total daily sales reports, individual sales of promoter, customer profile and attendance sheet at the end of the month.
· Prepares order list for products that needs to be replenished
· Monitors the fast and slow moving items and report to management
· Trains new staffs in the branch
Personal Data 

Age 


: 30 years old




Sex


: Female




Status


: Married 



Nationality

: Filipino




Birth Date

: October 9, 1986



Visa Status

: Employment Visa
Interests

Computers, & Dealing with Customers
Hobbies

Reading books, singing, dancing, watching television, listening to Music
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