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CV No: 1388580
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

PROFILE SUMMARY:

· Five years of Sales and Accounting experience

· Knowledgeable on basic business and customer service principles

· Knowledgeable in Microsoft Office applications

· Can work effectively in a team

· Communication and Clerical skills


WORK EXPERIENCE:
GOODLINE STAFFERS AND ALLIED SERVICES

Accounting Staff at WILMINGTON IMEX INC
July 2011 – March 2015
· Issue sales invoice and delivery invoices based on LPOs received from customers.
· Maintain sales activity records and prepare sales reports
· Respond to sales inquiries and concerns by phone, electronically or in person
· Ensure customer service satisfaction and good client relationships, follow up on sales activity

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Operate office machines, such as photocopiers, scanners, fax machine and personal computers.

· Gather information by phone, letter, email or in person.

METRO GAISANO

Check-out Clerk

January 2009 – May 2009

· Perform quality checks on product

· Provide information and instructions on how to care for items.
· Check items for customers and assist on stowage of items.
· Assists on phone queries and complaints.
FREEWAY

Sales Personnel

December 2007 – May 2008

· Develop and maintain sales and promotional materials
· Develop and make presentations of company products and services

· Supplies management with oral and written reports on customer needs, problems, interests, competitive activities, and potential for new products and services.

· Participate in sales events

· Assists on cash transactions of the company.
SUPERVALUE INC.
Front-end Cashier

June 2007 – November 2007 
· Receive payment by cash, gift check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.
· Maintain clean and orderly checkout areas.

EDUCATIONAL ATTAINMENT:

CITY COLLEGE OF LUCENA
Bachelor of Science in Public Administration

2009-2010

MANUEL S. ENVERGA UNIVERSITY FOUNDATION

2003-2004

HOLY ROSARY CATHOLIC SCHOOL

1999-2000


PERSONAL DATA:

Age

:
28 years old
Sex

:
Female

Date of birth
: 
Oct. 24, 1986

Place of Birth
: 
Lucena City

Religion
: 
Roman Catholic

Citizenship
: 
Filipino

Civil Status
: 
Married
Height

: 
5’


REFERENCES:
Available upon request 
