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An accomplished and talented Sales & Marketing Professional with experience in Customer Service,  Personnel and Retail Management 

• Well-developed administrative/clerical abilities.

• Experienced in cold calls and marketing.
• Familiar with data entry and management.
• Background in customer service and support.
• Well-experienced in Stocks and Inventory Control.
• Able to multi-task and highly organized.
• Familiar with the POS system
• Able to work independently or as a part of a team.
• Knowledgeable in Invoicing and Billing Statements.
• Fluent in English.
• Proficient in MS Office  and  various database 
   software  .
PROFESSIONAL EXPERIENCE
Branch-In-Charge






                      July 2013 - present
WH SMITH BOOKSTORE, (franchised by Al Meera Bookstores S.P.C.)
Doha, Qatar

Duties & Responsibilities:

· Managing the flagship branch; plans, organizes and coordinates daily bookstore operations
· Selects, trains and supervises sales personnel to their specific designations
· Develops and implements work policies, store procedures
· Implement internal controls to safeguard inventories and store assets
· Resolve problems regarding ordering, receiving, shipping and billing aspects with suppliers
· Initiates stocks requisitions 
· Determine space allocation for the sales area, types of fixtures and visual merchandising
· Ensure accurate reporting and documentation; well-experienced in handling the POS system and Microsoft Dynamics NAV (ERP)
· Review and monitor sales performance and control expenditures
· Attend to customer inquiries, investigate complaints and take appropriate actions
· Perform related duties as assigned
Branch-in-Charge






           August 2011 – March 2012
LEH GROUP, BEST EASTERN BOOKS & SPORTS


                          
Plaza Athirah, Jalan Tutong, Brunei Darussalam

Duties & Responsibilities:
• Oversee overall store operations
• Responsible for achieving sales and profitability target of the store
• Supervise and evaluate sales personnel and direct staff 

• Ensure proper warehousing & accurate documentation; 

   Use computerized purchasing, inventory control, Point of Sale (POS) software

• Provide satisfactory service to customers

• Perform related duties as required

Administrative Officer

PATISSERIE SUISSE                                                                                           January 2009 – December 2010
Al Nasr st., Doha, Qatar

Duties & Responsibilities:

· Direct support to the General Manager and Operations Manager; phone management, mail processing, calendar management, filing, correspondence, meeting coordination          

· Manage daily office administration such as supplies procurement, equipment troubleshooting, coordinating with different departments, employee monitoring, and records management
· Prepare Invoices and Billing Statements

· Attend to client inquiries and requests for quotations; negotiate with suppliers

· Perform other tasks as needed

`
Officer-in-Charge

LILY & DAVID BEAUTY SHOP                                                                                September 2005 – June 2006
Authorized Service Center of Rev’lation Int’l., Inc.

San Pablo City, Laguna, Philippines
Duties & Responsibilities:

• Responsible for achieving sales and profitability target of the store

• Handle and oversee all the day-to-day processes that are carried out in the store

• Manage the product inventory, salespersons, goods for display, sales, etc.

• Ensure proper warehousing & accurate documentation

• Provide satisfactory service to consumers

• Take care of the interests of the sales team

Service Center Administrator

GLOBALBRANDS CO., INC.                                                                                   March 2003 – February 2004 
Fashionable Goods Division 

Ortigas Center, Pasig City, Philippines

Duties & Responsibilities:
 • Oversee the daily operations of the retail establishment and relate any issues back 
  to the Head office 

 • Ensure proper warehousing & monitoring of product movements

 • Review and validates daily store transactions

 • In-charge of Accounts receivables’ review & analysis
 • Efficient interaction with the main office for stock requisitions & on time deliveries
 • Attend to customers & dealers’ concerns

Branch Officer-in-Charge

ANP Appliance & Furniture Center

                                                     July 1997 – February 2001 
Batangas City, Philippines
Duties & Responsibilities:

• General Stocks Controller (monitored 15 branches) , promoted to Branch Officer-in-Charge 

   after a year and a half

· Responsible for the general oversight and administration of the store operations

• Monitor and report on operational issues and achievements of the store and relay all 

   Information to the Head Office
• Handle customer care and sales documentation

• Responsible for meeting sales target

• Monitor Accounts Receivables
• Ensure proper & accurate documentation of product movements using automated 
   Inventory Control system; highlighting discrepancies
• Monitor stocks movement for appropriate plans for disposal or sales promo

• Do regular cycle count and prompt submission of reports
• Do field work
EDUCATION AND CERTIFICATION

BACHELOR OF SCIENCE IN INFORMATION & COMPUTER SCIENCE               Graduate, 1993 – 1997
Lyceum of the Philippines University, Batangas City, Philippines

Member: Lyceum of the Philippines University - Batangas Drama Guild

CIVIL SERVICE ELIGIBLE - PROFESSIONAL
Certification No.: 96-179515

Rating: 83.24%

PERSONAL

Nationality


: Filipino

Languages Spoken

: English, Filipino

Birthday 


: September 1, 1976

Age 



: 37
Place of Birth 


: Nasugbu, Batangas, Philippines

Religion 


: Catholic
