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OFFICE CLERK 
Nationality: Philippines

Willing to join Immediately



Profile

Hardworking front desk receptionist and retail sales with excellent communication skills and a pleasant personality, can multi-task efficiently and adjust as per changing environments.
· Proficient in computer/software, Internet and E-mail tools.
Summary of Qualifications

· More than 8 years experienced of Retail Sales, Office staff and receptionist role. 
· Demonstrated ability of greeting the customers  with a smile, welcoming customers  and arranging reservations                                                       in timely manner
· Highly skilled in handling multiple customers  simultaneously

· In-depth knowledge of facilities and services 

·  Able to multi-task effectively

· Enthusiastic and positive in nature and have exceptional telephone etiquette
·  Able to provide a good and  excellent customers service  relationship


Work Experienced: 
Paper Lane                                                                                                                                  Jumirah, Dubai U E A

Sales/Assistant Art Teacher




                      October 2013-November 2015

Key Functions:
· Greetings the customers. 

· Find out the customer’s need. 

· Describe a product’s features and benefits.  

· Demonstrate how to use and operation of the products. 

· Answer the customer queries regarding the store and the products. 

· Make suggestion and encourage the customers to purchase the products.

· Assisting the kids during the workshop.

· Provides the needs of the kids for their work arts. 

· Gives instruction and teaching the uses of the products during the workshop. 

· Supervised the kids to check their works during the activities. 

LULU Hypermarket 






    Al Gharafa, Doha Qatar

Receptionist/Sales Assistant/Cashier  




    June 2009-Sept. 2011
Key Functions:
· Providing value added customer services by attending all their inquiries and complaints.

· Responsible in providing information to customer if there is price reductions and promotions.

· Manage and control stock and suggest new ideas that helps generates sales.

· Perform visual merchandising to make attractive and good items display.

· Served as cashier when there is need for additional manpower.

· Performed checking and making report of the product returned by customer.  

· Making sure all items comes in the checkout counter were log or punch in the computing machine                                                     to avoid shortage.

· Report any mislabeled or miscoded items to avoid price confusion.
· Maintaining good relations towards customer.

Hotel de Crisbelle





                 Digos City, Philippines
Front Desk Receptionist 





April 2007-June 2008
Key Functions:

· Answered customers’ calls and guided them by solving their predicaments.

· Received and greeted clients politely, leaving a positive impression of the firm in their minds.

· Sorted general complaints and issues of workers and customers.

· Set appointments for managers and clients per request, with due consideration to their schedules.

· Coordinated with the staff at meetings and conferences to make arrangements for refreshments and meals.
· Received guests on arrival with a friendly manner
· Entered complete details into the computer 

· Efficiently deal with check-out of guests
· Operated the switchboard, messages and enquiries in an disciplined manner
· Posted all transactions to make sure that all bills are kept up-to-date
SM Davao City







Davao City Philippines
Sales Associate/Marketing                                                                                            July 2005-May 2006

        Key Function:





               
· Provide frontline contact with customers.

· Provide courteous customer service.

· Interact with customers to recommend and sell products or services.

· Process customer order forms and needs.

· Assist and  support floor sales team

· Coordinate with marketing and sales team to meet customer’s needs.

· Maintain and update customer database with referrals.

· Assist and  support accounts receivable staff

· Reconcile balances and  discrepancies in customer accounts
Landowners Multi-purpose Cooperative                                       

Davao City, Philippines

Office Secretary



                


April 2004-May2005

Key Functions:

· Prepared and organized paperwork and other materials as needed for meetings, conferences,                                                                     and expenses reports.

· Maintained office scheduling and event calendars.

· Composed, typed, and distributed meeting agendas and minutes, routine correspondences and reports.

· Set up and handled incoming mail and office filing systems.

· Managed office equipment and office space.

· Established the administrative work procedures for tracking staff’s daily tasks.



Educational Background:

Bachelor of   Science and arts in Psychology- October 31, 2008 

University of Mindanao, Bolton Street, Davao City, Philippines 



Personal Profile:

Date of Birth

:     December 19, 1983
Civil Status

:     Single
Nationality

:      Filipino

Height


:      5’2
