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  Languages: Native: Tagalog,Fluent:  English. Average in Arabic
  Age: 30 years of age
Education:  March 2006

Bachelor of Science in Commerce (Major in Banking and Finance)
University of St. Louis Tuguegarao, Philippines

Career Objective:
To be an active employee in your company and to express and develop my skills for the mutual
Development of company and myself.
Profile:
9years exposure in customer service oriented companies. Administration, Secretarial, Bank Teller, Sales, mastery in FNB, developed people skills and naturally acquired ability to blend and work actively and effectively in a multi-cultural group of people
Work Experiences:
ASSISTANT BRANCH MANAGER/RECEPTIONIST (Dubai, United Arab Emirates)
Jamm Salon Supplies/ Spa(September 29, 2013-June 1, 2015)
· Multi-tasking. Act as Receptionist and performing as assistant manager and represent the company and myself well by acting as a role model to clients and staffs.
· Staying attentive to all employees by motivating them to succeed and improve.
· Stay focused during busy times and delegate tasks to employees to keep business running smoothly.
· Prepare & submits various reports to the concerned department (Accounting and ordering of stocks).
· Respond to customer’s questions and complaints.Helps customers by providing information
· Manage Daily operations of Salon such as cashiering, sending of daily reports, supervise staffs, stocks ordering , Salon Budgeting, 
· Evaluates competition by visiting competing stores; gathering information such as style, quality, and prices of competitive merchandise.
· Attracts customers by originating display ideas; following display suggestions or schedules
· Maintains a safe and clean store environment by developing and publishing evacuation routes; determining and documenting locations of potentially dangerous materials and chemicals.
· Maintains quality service by establishing and enforcing organization standards
· Contributes to team effort by accomplishing related results as needed.
ASSISTANT ADMINISTRATOR -Grand Cinemas (Dubai, United Arab Emirates)
Grand Cineplex Free zone(November 23, 2012 – July 28, 2013)
Responsibilities:
· Send reports to the management daily and as requested
· Conducts spot checks to cashiers and Whole cinema.
· Manage the content (movie schedules) of large LED boards Creates the movie schedules in vista that shows in all kiosks, POS and website
· Respond to the manager in any office related tasks.
· Transmit and receive faxes and emails to be forwarded to the concerned person.
· Respond to customer’s questions and complaints.
· Prepare & submits various reports to the concerned department such as Cashier’s total daily sales to the accounting department.
· Daily Cash sales depositing/ Maintaining and monitoring the availability of Petty cash.
· Respond to all Staffs request/ needs in the absence of the Cinema Manager
· Issuing of Cash float to all Cashiers on duty.
· Concession: Plans and coordinate personnel & material resources to provide more quality & efficient services initiates' proper food handling procedures. Prepares and sell cinema foods.
· Ushering: Performs usher function inside the theatre when needed, Front line for registration  during regular and special events.
· Box Office: selling of tickets. Ensures that the conditions of  counters are consistently within the standards of the Grand cinema.   
CUSTOMER SERVICE IN CHARGE/ CASHIER

 PRONTO CAFÉ (ENOC / EPPCO Company)
Kidzania Dubai Mall, UAE
December 3, 2010 – November 5, 2012 
Note: 4 Time awardees’’ as Star Employee of the Month.
Responsibilities: 
· Receive payment  in any authorized mode
· Responsible for safe custody of cash received and other relevant documents / deposit cash in the bank everyday 
· Handles cash register and do closing and opening procedures as well as work sheet
· Provides total customer satisfaction by giving fast and friendly services
· Executes the company system wide promos  and program procedures
· Merchandising of products according to plan o gram
· Ordering products supply as requested by superiors
· Ability to handle suppliers and follow correct receiving procedures
· Knowledge of product expiry and shelf life of the product
· Knowledge of product rotation and FIFO principles
· Monitoring the temperature records for fridge and chillers
· Monitoring and controlling stocks and perform daily physical inventory
· Maintain the cleanliness of the selling area and storage room
· Barista. Preparing coffee and fresh sandwiches.
TELEPHONE OPERATOR (Communication Department)

Medical Center Manila (Philippines)
  January 7, 2009 – December 1, 2010
Responsibilities: 
· Act as directory assistance for doctors and patients, Provide assistance for customers with special billing requests.

· Observe signal lights on switchboards, and dial or press buttons to make connections.

· Operate telephone switchboards and systems to advance and complete connections, including those for local, long distance, pay telephone, mobile, person-to-person, and emergency calls.

· Provide assistance for customers with special billing requests.

· Calculate and quote charges for services such as long-distance connections.

· Monitor automated systems for placing collect calls and intervene for a callers needing assistance. Observe signal lights on switchboards, and dial or press buttons to make connections.

· Perform clerical duties such as typing, proofreading, and sorting mail.

· Interrupt busy lines if an emergency warrants.

· Offer special assistance to persons such as those who are unable to dial or who are in emergency situations.

· Operate paging systems or other systems of bells or buzzers to notify recipients of incoming calls and emergency.
· Transfer all incoming calls promptly 
· Update directory information

· Keep records of calls placed and received, and of related toll charges.

· Listen to customer requests, referring to alphabetical or geographical directories to answer questions and provide Telephone information
STORE MANAGER:  Gulf Star Perfumes, Cosmetics & Gift Shop
                                    Kingdom Of Bahrain
                                    July 4, 2007 – October 28, 2008
Responsibilities: 
· Planning, directing and overseeing the operations and fiscal health of a business unit/ boutique
· Exploring new ideas regarding promotions on products.
· Entertain Phone calls / queries/ Telephone marketing
· Entry of Daily sales and transactions

· Maintain cleanliness and orderliness of the work area

· Receive deliveries and conducts inventory 

· In- Charge with the display arrangement of the products and gift wrapping designs. 

· Sending of month end reports to the management.

BANK TELLER

Philippine National Bank, Philippines

May 2006 - June 4, 2007

· Cashing checks, making deposits, processing loan payments and withdrawing funds from customer accounts. 

· Assist customers with opening and closing accounts.

· Adhering to various reporting requirements

· To assess customers' needs and to market certain products and services to them. 

· Adhering closely to rules and regulations regarding the verification of customers' identities, the accounts and transactions that they are permitted to access or initiate, and the amounts of funds that may be placed at their disposal

Key Skills:
Competitive Analysis, Communication skills,  Management Proficiency, Creative Services, Supply Management, Customer Service, Presentation Skills, Analyzing Information , Basic Safety, Promotions, Understanding the Customer, Verbal Communication, Marketing, Research, Budgets, sales, Strategic Planning, Executive Management, Organization skills, Leadership Skills. Computer (MS office, Excel, vista, back office, POS), Team Player 
