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	Experience
EMPLOYMENT HISTORY
(Dubai)
 Position Title
: Sales/Shop Cashier
Specialization
: Sales/Customer Services - Retail/General
 Duration

: May 2014 – March 2015
 Work Description
:
· Providing customer service to the customers by greeting and aiding them, and answering to the customer queries and complaints
· Arrange and display merchandise according to item, size and color to promote sales.

· Maintains full knowledge of current sales and promotions, policies regarding payment and

· exchange and security practices.

· Ensure that each customer receives outstanding service by providing a friendly environment,which includes greeting and acknowledging every customer, maintaining outstanding standards, solid product knowledge and all other aspect of customer service.
· Monitoring the sales activities in order to ensure that the customers enjoy satisfactory service and high quality goods.
· Examining the nature and quality of merchandise to ensure that the item is correctly priced and its functions have been adequately advertised.

· Taking care of all types of money transactions like cash, check etc. and dealing with the cash register.

· Educating colleagues about the nature of newly arrived items, promotions, category initiatives etc.

Company Name
: SOUTH ASIA COMPUTER PTE LTD (Singapore)
 Position Title
: Sales Executive/Assistant Supervisor
Specialization
: Sales/Customer Services - Retail/General
Duration

: Nov 2010–Oct 2012
 Work Description
:
· Provides excellent customer service and marketing/selling of merchandise.
· Achieves individual sales targets.
· Develops a comprehensive and up-to-date knowledge of products and services that the company is offering to customers.
· Maintains awareness of market trends in the retail industry, latest technologies and competitors doing. 
· Handles customer inquiries and provides professional advice on products and services; offering a total solution proposition to customers. 
· Explain and perform product demonstration on the features and functions. 
· Sets up and check product sold tocustomer, prepares receipt and ensures proper closing of transaction according to company’s  quality standards. 
· Ensures housekeeping, proper display and workplace safety & health standards are met. 
· Inventory/Monitoring of stocks.
· Provides support to dept head in the day running of the showroom, sales events, tradeshows, store range plan and merchandise presentation standards. 
Company Name
: SM RETAIL, INC. (Philippines)
 Position Title
: Secretary
 Duration

: June 2004 - June 2010
 Work Description
:
· Team Secretary with direct reports to Vice President of EDD-Design Group or Company's Head Architect. 
· Handles confidential documents such as Bids, proposals, various personnel files and list future projects. 
· Managing appointments, meetings and travel schedules. 
· Organizes overseas travels and business trips including flight bookings and accommodation.
· Assists in the organization and maintenance of office supplies/files. 
· Takes minutes of meetings. Schedules resources such as people, meetings, appointments, rooms, and equipment; answers telephone calls, takes messages, responds to questions, and directs callers to appropriate parties, as necessary; sorts and distributes mail, fax, make copies, files. 
· Drafts and edits routine memos and other correspondence. Assists with the preparation of presentations, reports, spreadsheets and other documents. 
· Performs front desk tasks. (Receives documents, attends to inquiries and direct/guide visitors to appropriate personnel). 
· Ad hoc duties when assigned.


	Qualification
 Qualification
: Bachelor's Degree
 Field of Study
: Business Studies/Administration/Management
 Major

: Management
 Institute/University
: Philippine Christian University, Philippines
 CGPA

: 1.75/100
 Graduation Date
: 2003

	

	

	   Personal Particulars
 Age

: 31 years
 Date of Birth
: 14 May 1983
 Nationality

: Philippines
 Gender

: Female
 Marital Status
: Single
 

	   Text Resume / Additional Info
EXECUTIVE SUMMARY
Enthusiastic, dedicated and versatile individual with extensive experience in various works like sales/customer services and administrative works. Willing to learn and committed to give best efforts to the job.
SKILLS / KEY STRENGTHS
· Passion to Customer Services
· Result Oriented.
•
Versatile, able to do multi-tasking.
•
Strong analytical and organizational skills.
•
Well versed in business correspondences.
•
Good communication skills.

______________________________________________________________________________
Availability
:ASAP



	

	   References
· Available upon request.
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