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Address: Dubai, U.A.E. 
   E-mail: jenelyn.370668@2freemail.com 
                           Jenelyn 
	Objectives
	To succeed in an environment of growth and excellence and earn a job which provide me job satisfaction and self-development and help me achieve personal as well as organizational goals.



	Languages
	English 
Filipino

	Skills
	Excellent Communication Skills 

Computer literate, able to use word, excel, power point and Microsoft Office

Ability to deliver superb customer service experience
Can work under pressure with minimize supervision

Fast Learner



	Education
	Bachelor of Science in Customs Administration 2011-2015
University of Cebu

Cebu, Philippines


	Work Experience

November 2016 – April 2017
Role: Sales person in Global Village (Dubai, UAE)
Duties:
· Greeting customers and offering products to them;

· Responsible for processing cash payment;

· Confidently recommend and demonstrate products;

· Demonstrate and maintain product knowledge, in-store promotion;
· Checking quantities of goods on display in stock;

· Recording sales and order information and sending copies to the sales office or entering into a computer system;

January 2014 – September 2016
Role: Sales advisor in Ashan Shopping Center (Kiev,Ukraine)
Luxury perfumes and goods as Gucci, Chanel, Dior etc

Duties:
•
Greeting customers who enter the shop, demonstrate and offer them products ;

•
Delivering personalized  luxury service;
•
Dealing with customer complaints;
•
Working affectively with the team to achieve the target;
•
Being involved in stock control and management;
•
Assisting customers to find the goods and products they are looking for, giving advice;
•
Being responsible for processing cash and card payments;
•
Receiving and storing the delivery of large amounts of stock;
•
Keeping up to date with special promotions and putting up displays;
•
Maintaining excellent stock room.

April 2010 – November 2013
Role: Accountant Junior Specialist

Beer Company (Lviv, Ukraine)

Duties:
•
Concluding contracts with clients;

•
Opening and maintaining accounts;

•
Working with clients and their payment;

•
The reparation and analysis of documents to private clients;

•
Involvement of private clients on all products;

•
Preparation and analysis of financial documents.

September 2008 - April 2010
Role: Sales Assistant

RESERVED Clothes Store (Lviv, Ukraine)

Duties:
•
Delivering high customer service;

•
Dealing with regular customers including VIPs;

•
Build long-term relationship with the clients;

•
Assistance in special events/promotions organized;

•
Merchandising and stock replenishment;

•
Communicate the customers about the information on special offers/ sales promotion events;

•
Check stock level daily and recommend orders to the Manager in order to replenish and maintain optimum stock levels;

•
Using appropriate selling techniques to reach the store target.

	Office Clerk 2015-2017
ALIN CUSTOMS BROKERAGE

Mandaue City, Philippines

· Handle calls from shipping Lines for refund collection

· Responsible for every Container Deposit Refunds Monitoring of company

· Prepares Letter Requests for every Shipping Lines for the refund formality

· Receives Equipment Interchange Receipt for every released container

· Discuss Accounting updates of the Container Deposit Status

· Follow up Accounts Receivable
Commission Agent (2014- 2015)

ALIN CUSTOMS BROKERAGE

Mandaue City Philippines

· Presents Formal Proposal to clients

Office Clerk (2015-present)
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ALIN CUSTOMS BROKERAGE, Mandaue City Philippines




Presents Formal Proposal to clients




Prepares necessary documents for the transaction




Computes Total Duties and Taxes for the subject commodity




Monitors updates of Cargo Releasing process




Assists in Billing Preparation upon delivered cargo




Responsible for Payment follow up of the client




Prepares monthly Accounting Report




Assists in compilation of company released entries record.




Adhere to all Employees Remittance records




Commission Agent (2014-present)
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University Research Director’s Assistant(2011-2013)         

                      
     
University of Cebu Research Center, Cebu City Philippines




Handles daily updates of school activities




Prepares monthly/weekly Activity Report




Monitors all Social Organizations of the University

Assists the preparation of Formal Development Proposals to the      University President




Proactively supports every Department Forum of the University
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	Trainings/Awards
	Academic Excellence Awardee  2012-2015

“Top Student of Customs Administration”

University of Cebu

Cebu, Philippines
Outstanding Leader Awardee 2015

University of Cebu-CARES Department

Cebu, Philippines
Student Awardee 2011
“RH Bill: An Interactive Forum”

University of Cebu, Mambaling Campus

Cebu, Philippines 
Customs and Tariff Quizbowl Winner 2014
“Custom Days: A Milestone to Innovation Excellence”

University of Cebu

Cebu, Philippines

Spell-Out Competition Winner 2014
“Custom Days: A Milestone to Innovation Excellence”

University of Cebu

Cebu, Philippines





Personal Background

Date of Birth:
                    November 12, 1994

Age:



22 y/o
Religion:

          Christian

Citizenship:

          Filipino

Visa Status:                    
Visit Visa

