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Letter of Application :

Respected Sir/madam

I take this personal interest to apply for this vacancy.

To add to my qualifications for the post are the following details for your references.

1. Have been working in the field of customer relation for two years.

2. Have sound knowledge on how to give customer satisfaction and various other customer needs.
Academic      : Bachelor of Science in Office Administration major in Office Management

            : Diploma

Job Experiences:

Company
Down Town Hotel

Position
             : Reception Attendant
Location
: Alrigga, Deira Dubai UAE

                            April 2011-March 2013

Company
:United Hypermarket 
Department
:Cash counter

Position
:Cashiers

Location
:Abubakerst.Deira Dubai UAE

                           June 2007-September 2010

Company
:Broadway Gems

Department
:Accessories

Location
:EverGotesco, Pasig City, Philippines

Position
:Sales Representative

                            July 2006-December 2006

Company
:Walter mart Supermarket

Department
:Supermarket

Location
:Makati City, Philippines

Position  
:Customer Service/Cashier

                            January 2006-June 2006

Company
:SM Megamall

Department
:Supermarket

Location
:MandaluyongCity,Philippines

Position
:Cashier

                            May 2005-October 2005

Duties and Responsibilities:

Cashier:

· Working behind a cash register and being responsible for it.
· Entering the amount of sale on cash register (scanner or input keyboard) on whatever the customer wants to buy.
· Match sale slips with the prices on the merchandise to make sure that the customer is paying the exact amount on the items that is purchase.

· Get credit authorization on charges (credit card payment)
· Bag the items that customer bought.
· Prepare bills for sales order for delivery.
· Compute and record sales for the day.
Sales Representative:

· Taking care of direct orders from the customers
· Responsible for daily routine check-up of all goods in the store display covered area
· Promoting newly-arrived product for customer's future inquiry

· Practice good customer handling and selling techniques to all the products on sale
· Keeping and recording all the inventory items on an up-to-date basis 
Strengths:

· Computer literate knows Microsoft Office, Power point and Basic Excel

· Train in customer relation and handling

· Can work under pressure.

· Professional attitude among peers, customers/clients

· Good analytical skills.

Personal Details:

Date of birth           : November 7, 1984

Age                        :  29

Sex                        : Female

Status                    : Married

Religion                 : Roman Catholic

Nationality             : Filipino

Declaration:     I hereby declare that all the above information is true
