	Teresa 
Date of Birth -          July 10, 1991
Height -                      5ft
Nationality -             Filipino
Visa Status -              Finished Contract
Teresa.146768@2freemail.com 
	[image: image1.jpg]





	Objectives 


To work in a progressive and globally organization where I can efficiently utilize my knowledge and skills and help me achieve personal as well as organizational growth

	Work Experience


Al Tayer Group
Dubai, United Arab Emirates
Warehouse Assistant
January 06, 2015 – January 24, 2017
· Handling high-end luxury brands for fashion and lifestyle. 
· Providing invoice and other document needed for online order’s generated by company’s system.
· Packing the customer order as per the standard procedure (gift wrapping, normal packing)
· Carry out pre-retailing activities like pricing, tagging and bar coding as per brand 
         guidelines/requirements.

· Checking the quality of the items physically and systematically according to process  

      before dispatching for delivery to customers and retail outlets.
· Making documentary report for any encountered discrepancies.
· Maintaining Health, Safety, Security and Environmental practices in the working place in    
      order to minimize the opportunity of damage property and injury to self and colleagues.
Kimchikin (Mutiara Restaurant LLC)
Dubai, United Arab Emirates
Cashier
August 21, 2012 - August 21, 2014
· Delivering an exceptional cashier service through excellent customer servicing, sales, and transactional processing.
· Making daily sales report through MS Excel.
· Receiving payments, issuing receipts and handling cash.
· Responsible for incoming and outgoing calls for orders and inquiries.
· Keep and maintain proper document classification, sorting and filing.
· Working efficiently under pressure in less supervision of superior
Yekyio Technologies
Quezon City, Philippines
Helpdesk Department 
November 14, 2011 – March 30, 2012
· Provide office support services in order to ensure efficiency and effectiveness within the
      office.

· Responsible for data entry and updating data.
· Handle incoming, outgoing calls and fax messages.
· Responsible for company’s payables.
· Responsible for receiving client’s payment. 
· Develop and maintain a current and accurate filing system.
SM Department Store 
Quezon City, Philippines
Sales Assistant
June 22, 2010 – September 13, 2011
· Understanding customer’s needs & recommending suitable product/brand.
· Interacting with customers, including providing information & overcoming objection
· Maintaining general cleanliness, hygiene standards and visual displays in the shop.
Jollibee Foods Corporation
Quezon City, Philippines
Cashier
September 23, 2009 – March 23, 2010
· Offered customer service including order taking.
· Receiving payments and issuing receipts and handling cash.
· Participating in shop inventory.
	Educational Background


Nova Computer College
BSOA – Bachelor of Science in Office Administration 
2008-2012
Cabayangan National High School 
2003-2007

	Award


Scholarship Awardee- BagongHenerasyon (BH) Scholar 2008-2012
	Skills


MS Word

MS Excel
