ALBERTO 
Dubai, U.A.E
Alberto.374142@2freemail.com 
Dear Sir/Madam,

      I am pleased to offer my candidature for the above post in your esteemed organization.

Apart from the qualifications and experience, I can assure you of some attributes like sincerity, dedication, integrity and maturity, which are of interest to any employer.

Enclosed here with my detail CV that reflects my education background and professional experience for your kind consideration.

      Having introduced myself in brief manner, may I now look forward to a personal interview wherein we could interact in details?

Thank you so much.

Sincerely yours,

Alberto 
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ALBERTO 
Dubai, U.A.E

Alberto.374142@2freemail.com 
CAREER OBJECTIVE

To be a productive and competent member of the company, I will be working with by applying the knowledge and skills I acquired from working in diverse fields, such as admin function, purchasing, accounts, retail/sales, frontline customer service and tourism, and use these to effectively contribute to the company’s continuous growth and success.

PROFILE

A goal-oriented and highly motivated person, creative, honest and resourceful, willing to be trained and be part of a challenging and dynamic industry, wherein I can effectively achieve company goals and expectations.

WORK EXPERIENCE/POSITION

DIAMOND TAILORING AND EMBROIDERY
ASSOCIATED WITH SUMAYA ABDUL RAZAK- UAE FASHION DESIGNER

BLDG. D04 CHINA CLUSTER INTERNATIONAL CITY DUBAI, UAE
JULY 15, 2013- NOVEMBER 10, 2017
OPERATIONS OFFICER/PURCHASING/ACCOUNTS
· Play a significant role in long-term planning, including an initiative geared toward operational excellence. 
· Ensures all operation procedures, finance, system, etc. are in place and maintained business development.

· Lead the performance management process that measures and evaluates progress against goals for the organization. 
· Worked as admin officer, Lead and managed production house in day-to-day operations.
· Document controller of both designer and company (Passports, original documents of the company and records).

· Oversee overall financial management, partner credit limits, planning, systems and controls. Profit and loss. (PNL)

· Responsible of processing payroll and salary disbursement (WPS).

· Arranged weekly MIS report sold out and stocks on hand in each shop and conduct meeting once a week.

· Scout, check and compare the market price offered before make the final buying.

· Forecast price trends and their impact on future activities.
· Bring genuine sample from the supplier, ask quotation of said demand, arrange meeting and close the deal with the new prospect supplier or dealer. 

· Maintain good relationships with new and existing suppliers, negotiate and agree contracts, monitoring the quality of service provided.
· Responsible of the pricing, discount and reconciliation report.

· Process payments and invoices, keep contract files and use them as reference for the future. (Buying materials).

· Verify and identify the fast moving and slow moving items, analyzed the item and rotate to the other store outlet. (Ageing rotation analysis).
· Secure the quality are met before finalize the order.

· Responsible of planning event and suggesting new promotion to increase sales performance promotion.

· Motivated staff from each outlet to push the particular brand to increase sales performance.

· Responsible for all coordination between the production house and outlets.

· Responsible of double-checking the quality of the finishing before handover it to the particular outlet (Quality control).
· Managed urgent alteration and arranged delivery in maximum time.

· Scouting new channel for expansion of new possible outlet local or international.
· Researched and study the location and finding way how to increase the sales.
· Reconciling all outlet reports every end of the month.

· Conduct physical inventory and audit each every shop. (Stocks allocator).
· Recording and encoding all report in each shop.

· Processing visa and all documents as additional worked. (Trade license/Tenancy contract/visit or employment visa).
LEVI’S AND DOCKERS
ALMADANI GROUP OF COMPANIES, L.L.C. DUBAI, U.A.E

AUGUST 01, 2006 – JULY 10, 2013
RETAIL STORE MANAGER
· Handling the entire store, staff and customers in the day-to-day operation.
· Strong leadership skills with ability to train, coach, motivate and develop sales staff.

· Motivated staff at all times and giving maximum supervision of each staff performance and recognized by each of the month according to criteria given.

· Supervised staff performance, making weekly schedule and task.

· Handling shop target and individual target.
· Responsible for MIS report weekly, Monthly, Quarterly, Half of the year and Yearly.

· Updating customers’ data. Customer Relationship Management (CRM)

· Maintained maximum customer service as per company policies and procedures.

· Leads the outlet to implements marketing promotions in suggesting new promotions and ensures that these are implemented by staff to increase sales performance.

· Give structured feedback on competitive products, price, and trends in the market.
· Consulting and suggesting price adjustment to the Brand Manager.
· Handling visual merchandising of the shop, scout, observe trendy collections and sharing good ideas, techniques and guidelines on merchandising strategy to minimize damaged and avoid losses. 

· Organized competitors league in each similar brand name.

· Proficient in dealing with customer’s complaints. Attends to and manages customer complaints by providing appropriate solutions to meet customer satisfaction as per Company policies and procedures.

· Provides feedback to Brand Manager on nature / category of complaints.

· Making action plan to resolve customers’ complain and mystery shoppers report.
· Regularly visited the warehouse for new shipment and collection.
· Making feasibility study report of other competitors and giving alternative suggestion to compete the other brands.
· Conducting training of newly hired staff regarding product knowledge and customer service.
· Leads the team for conducting inventories in daily basis and responsible for controlling stock movements of both incoming and outgoing products, ensuring good quality standards and correct quantities are met.
· Dealing with whole sale and retail to the frequent customer.(company’s uniform)
ALHAMRA GOLDEN TULIP HOTEL
DAMMAM, KINGDOM OF SAUDI ARABIA

NOVEMBER 2003 – APRIL 2006 (formerly Holiday Inn Dammam)

BAR CAPTAIN/INCHARGE (CAFÉ CAPPUCCINO SHOP)

· Bar captain of the coffee shop in day-to-day operations.

· Monitors the coffee shop’s daily operations, reports to the F&B Manager, and responsible for weekly, and monthly reports. (Product Inventory, Staff Citi ledger/discount).

· Takes customers’ food/beverage orders and ensures that these are delivered as per the standard shop menu.
· Maintains the highest quality service by exceeding Customer’s expectations.
· Maintains healthy customer relationship with different hotel guests of various nationalities. Monitor staff performance.
· Responsible of the whole layout of the coffee shop.

· Monitor inventory product and ordering replenishment every weekend.
PUMA SPORTSWEAR

PLANET SPORTS DISTRIBUTION INC.
PASONG TAMO MAKATI CITY PHILS.
MAY 2001 - OCTOBER 2003

SALES SUPERVISOR
· Managed the overall operations of the outlet.
· Insures the targets are met, recording the business daily and monitor the cash flow if tally or not.

· Monitors other brands compititor promotion and giving feed back to the higher superior. 
· Monitored staff performance and maintaining good High quality service.
· Updates product knowledge/information to better attend to and satisfy customer needs.
· Handled customer’s complaints.
· Promote the product by providing customers with accurate information to meet their needs.
· Monitored in and out movements of stocks inventory.
BENCH INTERNATIONAL
SCENTRAL LABORATORIES INC.
YAKAL ST. MAKATI CITY PHILS.
JUNE 2000 – APRIL 2001
QUALITY CONTROLLER (QC)
· Ensures standard quality of finished products before distribution to all outlets.
· Performs as helper and machine operator.
· Responsible for maintaining the high quality product.
· Handling reports and inventory of all finished product.
· Responsible for checking everyday production of labeling and filling.

· Recording daily, weekly and monthly inventory to met the production’s target.
DUNKIN DONUTS, PHILILPPINES

ECOLAND DAVAO/PIONEER AVE. TAGUM CITY PHILS.
JUNE 1997 – APRIL 2000
SHIFT LEADER (COUNTER PERSON INCHARGE) 

· Responsible for the general layout/frontline Display of the product.
· Handles sales input (cashiering) duties.
· Insuring cash and product is tally after end of the shift.
· Maintains quality control of finished products and monitor the shelf life according to the standard.
· Performs as outlet shift leader/shop in-charge.
· Lead the shift as a Team leader.

· Monitoring stocks, ordering, and securing cash flow of the shift.

· Leads the outlet in suggesting new promotions and handling customer complaint.
· Worked shifting, flexible timing and good team player.
ALLIED AIRFREIGHT FORWARDER, PHILIPPINES

RIZAL ST. TAGUM CITY, DAVAO PHILS.
MAY 1996 – MAY 1997
TELEPHONE OPERATOR/OFFICE CLERK
· Handles outbound calls to prospective customers and client.
· Accepts delivery requests and arranges forwarding of goods from base to base, updates status of goods delivery and ensures that these are forwarded properly and on-time to the recipients.
· Giving new information to the client about the new shipment by calls or telegram.

· Data encoder (Data base record)

· Archives clerk (compiling all documents)
· Arranging weekly, monthly report every end of the month.
· Conducting monthly inventory.

· Arranging schedule of delivery every week and manpower.
ACHIEVEMENTS

· A productive 11 years successful worked experience in United Arab Emirates.

· Appreciation from each boutique shop as a Top seller of the year. (Sumaya Abdulrazak- (a UAE local Fashion Designer).

· Recognized by the top management for keeping the stocks perfect on May 19, 2013.

· Recognized again by DSES for excellent customer service delivery from 3rd and 4th quarter result of Mystery shopper 2012. 

· Recently recognized by Dubai Service Excellence Scheme (DSES). Excellent customer service extra mile bonus point for the 1st time on May 2012 MS. Report 2nd Qtr.

· Handling and lead the training for newly hired concerning the product knowledge of the brand and customer service.

· Recently awarded by the top management as Shop Supervisor to achieved highest sales in Individual stores. 28th of February 2010.

· More than 10 years supervisory position in sales and marketing field.

· Awarded by the top management as a hardworking and exceptional commitment to teamwork (DUBAI SUMMER SURPRISES 2008). ALMADANI GROUP OF CO.LLC.
SEMINARS/TRAININGS

· ISO MANAGEMENT TRAINING (Al Madani Group Head Office on March 19, 2013).

· 7 STEPS OF SELLING LEVI’S AND DOCKERS. (Up selling and techniques) on May 21, 2012 headed by: Mr. Bora, Gokan, and Hakan from Main office in Turkey).

· ALMADANI GROUP OF CO.LLC. (ISO- Management process seminar and training on February 2010).

· ALMADANI GROUP OF CO.LLC. (Visual merchandising Training on February 25, 2009).

· ALMADANI GROUP OF CO.LLC. (Product orientation and customer service on October 2006).

· ALHAMRA GOLDEN TULIP HOTEL DAMMAM K.S.A. (International Coffee/Cocktails Making on November 2003).

· PLANET SPORTS DISTRIBUTION INC. (Puma footwear and Apparel) Merchandising and Product Orientation on January 2001.

· SCENTRAL LABORATORIES INCORPORATED. (Bench Cosmetics) Machine Operation Skills and Quality Control on November 2000.

· DUNKIN DONUTS PHILPPINES. (Product information, frosting, fruit filling and toppings on May 1997).

· ALLIED AIRFREIGHT FORWARDER PHILIPPINES. (Handling outbound call and Encoding data for customer's file Request and arrange, forwarding of good from base to base on May 1996).

EDUCATIONAL BACKGROUND

BACHELOR OF SCIENCE IN ACCOUNTANCY
Major in Accounting
University of Mindanao, Tagum College, Philippines.

SKILLS

· Knowledgeable in computer applications such as Microsoft Word 2010, MS Excel, MS PowerPoint and MS Outlook.
· Have excellent inter-personal and communication skills.

· Proficient in oral and written English and can speak basic ARABIC.

· Working knowledge in using CRM

· Great team player/Good organizational skills

· Promotional skills

· Ability me meet deadlines

· Can work under pressure
· Photography (Photographer)
· Data encoding and scanning
· Fast learner and adopting new atmosphere
I hereby attested the accuracy of the information declared above is true and correct to the best of my knowledge and belief.
PERSONAL INFORMATION

Date of Birth :                               November 10, 1978

Nationality :                                  Filipino

Civil Status :                                 Married

Height :                                         5’6”

Visa status :                                   Residence Visa 
Drivers License :                           UAE Driving License                                              
                                                                                    
ALBERTO
                                                                                                   Applicant                                                                                                                                                                        
