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PEACHES 
Email address: peaches.369404@2freemail.com 
 
CV
Objective:
To be part of a growing company to harness my potential in personal and professional

growth.
Summary of Qualification:

· More than 5 years’ experience in an office environment. Able to relate well to the public, very personable and good on the telephone. Diplomatic, tactful, creative, discreet, flexible, resourceful, dependable, well-organized, friendly, emotionally mature and professional. Strong ability to work effectively with multiple supervisors. Capable and practiced in handling complex and multifaceted tasks. Extremely knowledgeable with clerical tasks and time management. Well-versed in Windows, Microsoft Office, Excel and database management.

· More than 5 years of intensive working experience in varied retail sales, customer service. Proficient in areas of inventory control, order processing, and cashier management. Proven record as a top sales performer and excellent customer service skills. Known for handling additional duties. Energetic, hardworking, and reliable. Strong sales analysis and reporting skills and excellent problem solver. Excellent communication and management capabilities.

Work Experience:
From Latest
HORIZON RECRUITMENT SERVICES 

(Formerly known as Al Sultan ppms for Oil & Gas Field Services)
Is a 100% local company with more than 18 years experience with the following Oil & Gas Engineering Man Power Supply short/long term for both direct & contract hire. Recruitment and Management of Personal. Selecting & providing high profile Engineers, Draftsmen and technical staff, Project Management.
Address

:            Abu Dhabi, United Arab Emirates                                   

Employment Date
:
September 2013 to PRESENT

Designation

:
Deputy GM Secretary cum Recruitment Officer(Recruiter)/Coordinator
Main Activities for Secretary:
· Fully in-charge of organizing Manager’s office
· Prepare all notes, correspondence and reports.
· Maintain files for all company files including documents and reports.
· Composes and types routine correspondence.
· Prepare weekly, monthly and annual report and annual forecast.
· Answer telephone calls and receive faxes.
· Receiving, logging and distributing the incoming inquiries.
· Undertake occasional receptionist duties.
Main Activities for Recruitment Officer/Coordinator:
· Received Inquiries/Job Vacancy from the client.
· Determines clients’ requirements by studying job description and job qualifications such as Educational attainment, Nationality, Age, etc.
· Sourcing and attracting candidates by using databases, social media etc.
· Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements.
· Forwards collected CVs to the Client (Government Sector) for evaluation and interviews. Coordinate manpower planning process and maintain manpower records in the Database for future reference. Establishes and maintains files and records on an ongoing basis.
· Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews; 
· Manages new employee relocation by determining new employee requirements; negotiating with movers; arranging temporary housing; providing community introductions.
· Deals with all inquiries in a professional and courteous manner in person, on the telephone or via email.
· Duties include general clerical to the Deputy General Manager (when needed) such as jotting down brief notes, typing business correspondence and researches.
GGI RETAIL (part of GGICO)
GGI Retail is committed to creating a unique fashion environment that gives our clientele individuality. With the immense knowledge and exposure of our buying staff and in-Store sales associates, GGI Retail can create a wardrobe for the new millennium that encompasses the trends of the world MARKET with keeping the needs of the individual in mind. GGI Retail is constantly changing its look to stay in step with fashion trends of the world market with keeping the needs of the individual in mind. GGI Retail is rapidly updating its look to stay in step with fashion trends in Middle East & Europe and to insure its clientele an exclusive look for their fast paced lifestyle. We are dedicated to superb customer service that keeps each client on the cutting edge of fashion.
Address

:            DUBAI,UNITED ARAB EMIRATES                                   
Employment Date
:
February 2008 to June 2013

Designation

:
SUPERVISOR  

Duties and Responsibilities:

· Prepare income and expenses report for daily banking transaction, and maintain financial record.

· Received and processes invoices for petty cash transaction.

· Maintain an up-to-date database of customers visiting the store.

· Maintains records and prepare weekly, monthly and yearly reports of sales.

· Handle customer complaints professionally and escalate any serious issues to the Manager for suitable resolution.

· Merchandise new product received to visualized and present displays including those required for periodic sale events.

· Performs product inventory in accordance with established policies and maintains related records.

· Performs other related duties as required.
ONEWORLD CORPORATE SERVICES, INC 

Address

:            MAKATI CITY, PHILIPPINES                                   
Employment Date
:
March, 2003 to 2007
Designation

:
ADMINISTRATIVE ASSISTANT  

Duties and Responsibilities:

· Responsible for receiving and processing all invoices, expenses forms and payment request.

· Answer phones and provide customer support. 

· Handling inquiries and incoming work requests

· Reviewing files and records to answer request for information

· Checking and distributing incoming mail

· Compiling records of office activities

· Photocopying, scanning and faxing

· Sending emails, preparing outing mail

· Data entry.
DUTY FREE PHILIPPINES (Fashion Walk)
Address

:            MAKATI CITY, PHILIPPINES                                   
Employment Date
:
November, 2000 to 2003
Designation

:
FASHION CONSULTANT  

Duties and Responsibilities:

· Acknowledge customers into the boutique, initiate the sales process, and offer them qualified advice on the available products.

· Provide professional till point service to close the sale and offer the customers an overall enjoyable shopping experience. 

· Communicate to the customers the information on special offers/ sales promotion events. 

· Receives products and prepares them for display in the store according to established policies by performing duties such as sorting, pricing, folding, hanging and maintaining related records.

· Merchandise the products according to store guidelines.

· Replenishes stocks on the floor. 
Training and Seminar Attended:
<> Spearhead – Improving Business Performance (Retail Excellence)

<> Microsoft Dynamics Retail Management System – JML Investment

<> I Am the Ambassador of the Brand- Sergeant Major France

<> 7 Touch Points of Retail-GGI Retail                                    
Educational Background:
Name of School
:
STI COLLEGE (Olongapo City, Philippines)
Year Graduated
:
March 2000
Degree Earned
:
Associate in Computer Technology
Personal Information:
Name
         

 : 
Peaches 
Sex
         

 : 
Female

Birth Date          
 : 
April 22, 1981
Civil Status 

 : 
Married
Citizenship   

 : 
Filipino
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