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SANDRA 
E-mail: Sandra.64726@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283



OBJECTIVE: 

To join your prestigious firm where I can enhance my acquired knowledge and ability based on my educational background and work experience.

EDUCATION:

1997-2001   Bachelor of Science in Hotel & Restaurant Management 

Angeles University, Angeles City, Philippines 


WORK EXPERIENCE: 

Credo Investments Fze

Dubai, United Arab Emirates

October 2007-Present


   


      

    Receptionist 

My Job responsibilities included the following: 

· Answering, screening, and directing all incoming calls to the appropriate personnel.

· Receiving/directing visitors and attending to general enquiries.

· Handle all incoming & outgoing couriers and mail, which includes arrangement for local & overseas courier services. 

· Update & maintain records & documentations pertaining to administrative department such as updating phone directories & user information on the intranet portal. 

· Photocopying, printing and filing of documents.

· Informing the management regarding upcoming meetings.

Pier Import

Dubai, United Arab Emirates

October 2006-August 2007


   
          Sales Assistant/Cashier/Receptionist

My Job responsibilities included the following: 

· Greeting and assisting customers upon entering the showroom.

· Marketing and promoting items.

· Informing the customers about the new collections we received in the showroom.

· Calling regular customers regarding sale events and promotions.

· Handling all the incoming / outgoing calls and faxes.

· Scheduling delivery of items. 

· Attending to the complaints of customers.

· Responsible in cash handling and maintaining the petty cash.

· In charge in preparing summary of daily sales report.

· Making quotations and follow-up them.

MFC’99. Net Café, 

Angeles City, Philippines 

July 2003-June 2006
        
      

   Customer Service Assistant / Computer Operator  

My Job responsibilities included the following: 

· In charge in preparing daily sales report, and cash handling.

· Preparing salary sheets for the employees monthly.

· Registering and collecting the payment of credit sales transaction. 

· Handling all the incoming / outgoing calls and faxes.

· Keeping the record, the general confidential files in the system. 

· Typing, filing and other secretarial duties that arise from time to time 

· Supervision of Office stationeries and maintaining the records.

· Receive all incoming materials and preparation of Goods receipt note.

· Selling office and school materials to the customers. 

Body Tune Spa, 

SM Pampanga, Philippines 
June 2002-June 2003





              Receptionist/Cashier

My Job responsibilities included the following: 

· Promoting and marketing the services and beauty products.

· Coordinating with the clients and customer.

· Answered phones, greeted and assisted visitors.

· Handled general administrative duties, such as filing, faxing and mailing. 

· Prepare for meetings and correspond with member representative on upcoming meetings.                     

· Maintaining office calendar and appointments.

· Organized mailing of monthly newsletter.

· Checked order forms, confirmed and cancelled the order.

· Maintaining the petty cash.

· Received cash and check receipts, maintained ledger book. 

David’s Salon, Evangelista 

Makati City, Philippines 
Sept. 2001-March 2002





        
      Assistant Manager

My Job responsibilities included the following: 

· Promoting and marketing the services and beauty products.

· Take charge in customer relation and monitors the cleanliness of the store.

· Assign the Senior Hairdressers to their respective clients.

· Handles cashiering, preparing sales report, recording daily time record, distribution of payroll, and scheduling the staff.

· Representative in the managers’ meeting.

ON THE JOB TRAINING:

Hotel Asia Pte., Ltd., 

Singapore
April-October 2000







          Student Trainee

My Job responsibilities included the following: 

· Worked as Food Attendant in Food and Beverage Department.

· Assigned in room service, functions, and take charge in assisting the guests in their tables and taking their orders.

COMPUTER SKILLS: 

· Microsoft Windows, Microsoft Office, Internet Navigation 

PERSONAL DATA: 

· Date of Birth

:
January 18,1980

· Civil Status

:
Single 

· Visa Status

:
Visit Visa[image: image2.jpg]



