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Angela
Email: angela.377646@2freemail.com 
C/o - Mobile: +9 71 501685421
Dubai, UAE
Career Objective
  My personal objective is to pursue a permanent long term career that will provide ongoing challenges with learning opportunities, where I can utilise my skills and contribute to the success of my employer.
Employment History
2015 – 2017 – Monarqi L.L.C., Dubai, UAE

Responsibilities of:

Receptionist/Office Manager

· Greeting guests in a courteous and professional way;

· Demonstrating ability to answer queries of visitors and direct them to the right person;

· Managing multiple line phone system and handling multiple incoming calls simultaneously;

· Handling difficult clients tactfully;

· Expert user of MS Word, Excel, Outlook and front desk software applications;

· Scheduling appointments, managing calendars and maintaining conference rooms;

· Performing clerical duties such as scanning and photocopying;

· Ordering, receiving and maintaining office supplies; 
· Booking flights and hotels for CEO business trips;

· Making and arranging vacation schedules;
· Ensuring quality and safety within functions/tasks performed.
Collection Officer
· Maintaining customers’ data containing Agreement Terms and Conditions;
· Providing continuous follow up to the customers for their due payments and collection of payments;

· Making calls, sending letters and recording all forms of correspondence to the customers for monitoring purposes;
· Ensuring payments from customers are collected promptly and as due comes ;

· Making and arranging collection schedules;

· Coordinating to resolve issues relating to Invoices and SOAs.

· Conducting follow up on pending payment collections with customers;

· Arranging and conducting meeting with the customer to ensure good clientele relation and to assure collection can be made when due date comes ;
· Preparing daily, weekly and monthly collection reports;

· Ensuring quality and safety within functions/tasks performed;
· Reporting to the supervisor occurrences, events, violations and acts that may affect the environment, health, safety and company reputation.

Sales Associate – CND
· Visiting residential locations via lists provided by the company to introduce CND products and services to the beauty salons; 
· Documenting the sale by creating or updating customer profile records;
· Providing post-sale support for client orders;
· Generating sales reports each week and submitting them to management; 
· Attending  industry trade shows to accumulate new leads and make productive contact with existing clients;
· Updating clients information in the company contact database;
· Meeting and exceeding sales goal for personal activations and gross profit. 
2012 - 2015  – Massimo Dutti (AZADEA Group), Dubai, UAE
Sales Executive/Visual Merchandiser
· Greeting customers and interacting with them; 

· Providing assistance, product presentations and convincing customers to make purchases; 

· Presenting, promoting and selling the brand products; 

· Recommending, selecting and helping to obtain merchandise based on customer needs and desires;

· Maintaining the proper display of goods in the store and ensuring that they comply with the quality standards;

· Submitting timely reports related to the arrival of new stock or remaining supplies in the store; 

· Distributing and arranging new arrivals in the store according to company standards.

2011 - 2012 – Cherkasy Bohdan Chmelnytsky National University, Ukraine

Senior Lab Assistant to the Chair of English Language

· Registration of mechanical documentation;

· Planning the lecturers’ work schedule; 

· Supporting the production of literature for students; 

· Answering calls;

· Preparing tests and colloquiums for students; 
· Printing documents for lecturers;
· Maintaining the lecturers’ day-to-day office routine;
· Informing students about upcoming schedule changes;  

· Coordinating the preparation of events.

2008 - 2011 – Nissan L.L.C., Ukraine
Personal Assistant (Warranty Department)
· Communication with clients by attaining telephone calls and fax messages; 

· Undertaking, researching, gathering, sorting and categorizing information accordingly; 

· Making schedule and preparing minutes of meeting;

· Organizing and maintaining diaries and making appointments;  

· Preparing travel arrangements (domestic & international).
Education

     Cherkasy Bohdan Chmelnytsky National University (Ukraine) – 2003-2008.        Specialization – Philologist (Teacher of English/German language and literature).
Languages

· English – advanced;

· German – intermediate;

· Spanish – basic;

· Ukrainian, Russian – mother tongue.

Skills and abilities

Proficient in Microsoft Word, Excel, Power Point, Access and Outlook.

      Communicative, responsible, quick learner, multitasking, able to work under pressure. 

Interests
Reading, foreign languages, bicycling, skiing, embroidering. 
Additional information
Have own car and valid UAE driving licence.
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