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Dubai – UAE

PROFESSIONAL SUMMARY

Hardworking and Conscientious Retail/Sales Professional with over 14 years of experience in range of retail roles and environments. Learn new procedures quickly and task oriented. Energetic and physically fit, optimistic in nature and has the ability to work effectively in a team environment.

Core Qualification

Merchandising






Customer Relations

Customer Service Oriented 

Sales Proficient

Store Layout and Display

POS System Knowledge

Goods Receiving and Posting

Data Entry

Goal Oriented

Strategic Thinker

Personnel /Staff Management

Staff Training and Development

Proficient Multi-Tasking

Time Management

Opening and Closing Procedure

Computer Literate 

WORK EXPERIENCE

REPUTED FIRM, Dubai – UAE 
                                 May 2013 – Dec 2014 

Shop In-charge

· In-charge of the daily selling activities of the shop, oversee the packing and preparation of the daily online orders of the client. 
· Daily sales accounting and recording. 
· Stocks inventory monitoring.

TRADING & SERVICES EST. OF AL-BAHAR, Dammam – KSA 

                    Aug 2010 – Oct 2012 
Store Manager

Overall in-charge in the Operation of the medium scale Supermarket such as;

· Merchandise sourcing and purchasing

· Execute marketing and merchandising program.

· Leasing and accounting works

· Manage store funds, including cash handling, preparation of bank deposits and deposit reconciliation.

· Management of all store operational issues, to include store housekeeping, store administrative Duties, physical inventories, price changes.

· Manage operation requirements such as scheduling and assigning employees; following up on work results.

· Maintains store staff productivity by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.

FAMILY FOOD CENTRE (Supermarket), Doha – Qatar


                  May 2005 – Dec 2009 
Store Operation Supervisor

In-charge of the overall and proper operation and administration of the supermarket in accordance to the procedures and policies set by the management. 

Develop and implement strategic and operational plans, monitor and measure performance details below:

· Supervising, directing and monitoring the staff to ensures their efficiency and productivity level.

· Train the staff on good customer service and stock management on their assigned section or area.

· Responsible in the proper merchandising and stocks replenishment in all categories.

· Monitoring of fresh foods stocks to ensure best quality and freshness such as fruits and vegetables, fish, meat and others.

· Regulate stock level to avoid overstocking, expiring foodstuffs and ordering of non moving items or dead stocks.

· Set out responsibilities for all staff in every section and ensures proper coordination.

· Process request of customer and deals with the concerns related to the products and services.

· Deals with the suppliers/client and take action on their business concerns.

· Act as a data administrator, study the stocks movement, negative stocks inventory, non moving items and apply a necessary corrective measure.

· Ensure proper record and data entry of stock movement and cash sales, review and check the daily invoices prior to transmission to the Accounts Department.

· Perform the daily whole sale transactions thru Enterprise Manager (ES3) system.

· Extract and prepare the Daily Sales Report and submit to the Personnel and Administration Manager.

· Prepare the monthly sales analysis report for submission to the manager.

· Assist the manager in executing or implementing the Business Development Plan in the store or branch level.

· Help in implementing the Rules & Regulation set by the Management.

SUPERVALUE INC. (SM Supermarket), Manila – Philippines 

                  Aug 1998 – May 2005 
Selling Supervisor





                              (Feb 2003 – May 2005)
Supervision of the rank & file staff extending to the merchandiser, maintenance, and security personnel.

· Overall responsible in the proper merchandising and stocks replenishment in all categories.

· Monitoring cleanliness and orderliness at the selling area at all times.

· Perform the daily sales activities through SAP transaction.

· Process all documentation/transaction thru SAP Procedure.

· Proper Checking, monitoring and return of all bad or damaged items.

· Weekly extraction of category sales and prepare sales analysis report.

· Train and orient the staff.

· Perform the standard operation procedure in opening and closing the store.

· Ensures quality implementation of all standards and procedures set by the Management.

Selling Assistant





                                (Sep 2002 – Feb 2003)

Assist the selling supervisor in the daily business activities in the store.

· Ensure proper merchandising of the stocks with right price, right display in the right place and on the right time.

· Check the completeness of the varieties or assortment of merchandise.

· Monitoring of the staff in the assigned area.

· Accurate & punctual reporting of out of stocks to the purchasing supervisors or Managers.

· Proper monitoring of product expiry

· Proper checking, monitoring and return of damaged & expired items.

· Perform the blanket authority in the absence of the selling supervisor.

· Maintain good relationships to both external and internal customers.

· Maintain the highest standard or level of Customer Service.

· Help in implementing the rules & regulations set by the Management.

Administration Clerk (Supplies)

                                                                           (Aug 1998 – Feb 2002)

In charge of the screening and recruitment, training, deployment and monitoring of staff in all branches.

· Ensures the availability of office supplies and materials for the entire store.

· Prepare orders and issuance of supplies to different departments.

· Custodian of assets and other valuable materials of the Company.

· Prepares work permit and documents for technical activities.

· Conduct annual physical inventory of assets.

· Prepares and purchases non regular materials for operation needs.

· Secures the efficient handling and organization of files and important documents of the department.

MC VICTOR FOOD SALES, Legaspi City – Philippines 



    May 1997 – Jun 1998 
HRD Assistant

Company Industry: Food & Beverage / Catering / Restaurant

EDUCATIONAL ATTAINMENT

Jun 1993 – Apr 1997 BICOL UNIVERSITY, Albay – Philippines
Bachelor of Science in Agricultural Education (Bachelor's / College Degree)  
Jun 2003 – Nov 2003 POLYTECHNIC UNIVERSITY OF THE PHILIPPINES, Manila – Philippines

Master in Business Administration (Post Graduate Diploma / Master's Degree)
 PERSONAL DATA

Age:


39 years old

Date of Birth:

7th February 1975

Civil Status:

Married

Nationality:

Filipino

Visa Status:

Tourist Visa 

