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	Career Objective


To be a part of service industry in a progressive, competitive and professional environment that utilizes my skills through education, experience and constant learning.
	Personal Details


 Nationality:
     Filipino

PROFILE


Customer focused individual




Responsible and committed to work  





Organized and detail oriented 





Flexible in time schedule




Excellent communication & computer skills


	Professional Experience


PROMOTER (Part-time)
Branded Hair Colour  

Union Cooperative Supermarket

February-April 2011
New Brand of Men’s Antiperspirant
CARREFOUR-Century Mall 

January – February 2011
BEAUTY CONSULTANT/CASHIER (Temporary)

Mall of the Emirates – European Cosmetics Kiosk
October - November 2010

SALES ASSISTANT/CASHIER (Temporary)
Dubai Festival City – Baby Shoe Shop
July –September 2010

SENIOR STAFF SHOP AGENT
 

IFS-Duty Free /Atrium Shop 


Emirates Airline-Dubai




May 2004 –December 2009

· Advising/providing information of each item/product to customer that suits each individual like fragrances, cosmetics, skin care and hair products, lingerie, ladies’ accessories etc., etc. Responsible for the day to day running of the shop, ensuring customer preferences are met and sales target achieve.

· Controlling of the monthly stock-take so that an accurate inventory of product is maintained and reported to the Finance department.
· Takes responsibility for the overall visual design of the shop; know about the best sellers and how to position their locations which can influence more sales.
· Responsible for the security and safe keeping of the products, cash and all shop elements. In-charge at the counter, receiving payments of cash or credit card (CASHIER).

· Have a strong awareness of quality control so that damaged product does not find its way on to the shop floor. 

· Receiving of stocks delivery from different suppliers, ensuring that quantities ordered are in good condition and coded the item properly.  Replenish the displayed stocks on the shelves.  
· Handling Customer feedbacks and manages Customers complains to give effective & immediate solution.  
AWARDS RECEIVED

· MABROUK (Bronze) - 14th May 2006 (for the hard work & dedication shown during 3 day sale at the shop.)  
· NAJM (Bronze) – 26th June 2008 (in recognition of the time, effort and commitment given for the opening of the Atrium Shop.)
RECEPTIONIST cum SECRETARY

Palma Real Estate - Dubai, UAE

October 2002 – April 2004

· Provides administrative support to the General Manager and Sales Manager focusing on the daily activities at the office.
· Assists in preparing proposals, contracts, marketing materials and all relevant sales correspondence.
· Receiving phone calls and handling other related inquiries.

· Printing invoice, confirming quotations and follow-up payments.

· Organized all confidential and related files.

· Ensure office is adequately stocked with all necessary stationery.
F & B SECRETARY 

Hilton Dubai Creek – Dubai, UAE

January 2001 - August 2002

· Provides secretarial assistance to F & B Manager including preparation of correspondences, organizing appointments and maintaining an efficient filing/tracing system.
· Handles Manager and other Outlet’s Supervisor with their booking/confirmation of airline tickets and arrange travel plans.
· Handles restaurant reservation & other related inquiries, as well as, printing of vouchers and other sales of all special event tickets or vouchers.
· Coordinate with the F & B Manager in preparation of training plans for the F & B department.

· In-charge in the General Manager’s office in the absence of the Executive secretary.
· Joined the pre-opening office in September 2000 as a Secretary to Hotel Manager and contributed in setting up the Executive and F & B offices.
SECRETARY Executive Office 

Hilton Dubai Jumeirah   


Dubai, UAE

November 2000 – January 2001
· Reporting to the Resident Manager. Assist the Sales & Marketing team in the absence of their secretary.
· In-charge of logging in and out all departments’ mailing task & faxes.

· Summarizing the mailing log, invoices (courier bills) and coordinating with the credit department for payment.
· Checking emails and disseminating proper information to concerned department. Ordering and maintaining office equipment & stationery.
GUEST RELATION OFFICER


Heritage International Hotel (presently Hotel Regal Plaza)
Dubai, UAE

April 1999 – July 2000

· Establish “personalized service” if possible and rapport with guests as per hotel’s policy, observes courtesy and friendliness in the counter or over the phone at all times.
· Register & escort “VVIP & VIP” guests, assist them with re-booking, reconfirmation, purchasing and endorsement of airline ticket
· Checking all VVIP & VIP guest’s arrival, room blocking with their own special rates, amenities and airport pick-up & drop arrangement.
· Attend to guest’s complaints, inquiries & requests promptly, ensuring all guests are treated politely with their utmost satisfaction.

· Held similar responsibilities at Crown Princess Intercontinental Hotel.


GUEST SERVICE ASSISTANT
Crown Princess Intercontinental Hotel

City Square Centre, K. L. Malaysia

July 1997 – March 1998
· Gathering/updating information on the latest events or developments in the community, special attractions, places that can be found interest by the hotel’s guests.

· Maintains close communication with other departments to ensure that guest needs are properly attended and accomplished without delay.  
· Reviewing next day’s arrival, expected departures for the day and making courtesy call for each room to ensure satisfaction. 
· Assists in the Sales Dept. by passing all possible leads to help increase 
sales in rooms, F & B and Banquets. Coordinate with Housekeeping, F & B, Engineering and other departments for various rooms and guest’s requirement.


· Cross-trained in Concierge, Telephone Operator & Reception - Front Office Departments.
ADMINISTRATIVE ASSISTANT

Ultraline Pte. Ltd. - (Semi-Conductor Company-based in Singapore)

Makati City, Philippines
January 1996 – July 1997
· Tele-marketing and handling phone inquiries.

· Liaising with Sales Executive for product knowledge.

· Promote and produce sales leads for the company, due for Sales Executive position.
SALES ASSISTANT cum CASHIER (FASHION DEPT.)
Robinson’s Place, Ayala Town Centre

Manila, Philippines

January 1995 – December 1996
· Process cash or credit card transactions as per customer need.
· Responsible on changing the display in the shop according to the latest style.

· Broad understanding of clients and their concerns, keen on marketing need.

· Improved inter-personal skills by interacting with superiors and colleagues.
	Academic Qualifications


GRADUATED: Bachelor of Science Degree in Foreign Service –Major in Diplomatic Practices

   
    Lyceum of the Philippines - Manila, Phils. Oct. 1991-1994
	Trainings Attended


· CUSTOMER CARE AWARENESS AND SELLING SKILLS


By: Chalhoub group  - Al Murooj Rotana, Dubai 


17th & 18th October, 2007
· P & G  BRAND PORTFOLIO TRAINING


By: P & G Prestige Products Dubai - Bustan Rotana Hotel - 29th May, 2008

