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Visa Status: Visit (With UAE experience)
Profile at a glance:
· A result driven senior professional with over 3 years of experience in Administration, Operations, Finance, and Customer relations.
· A keen planner and strategist with proven abilities in addressing Customer assistance, Operational issues, Resolving performance bottlenecks and achieving desired objectives.
· An effective team leader with exceptional communication, interpersonal skills and with expertise in managing cross cultural taskforces.
· Expert in using Microsoft Office applications such as MS Word, Excel, Powerpoint, Outlook
· Intermediate knowledge in photo editing using Adobe photoshop and other online photo editing
· Expertise in: Business Administration, Customer Relations, Retail Sales, Computer applications, Photo editing.
Personality Traits:
· Strategic Thinker: Proven ability of developing insightful strategies, capitalizing on capabilities and converting potential into opportunities.
· Change Agent: Utilizing result driven approach and growth-centered mind-set to drive positive change in the organizational culture, believes in leading by example.
· Flexible Hardworking Manager: Builds and thrives in dynamic, demanding, fast moving environments.
· Proactive Achievement oriented Team Builder: Sets aggressive goals & demonstrate a sense of urgency and gets it done correctly
_____________________________________________________________________________________
Professional Credentials:
· Proficient in use of Microsoft Office / Email / Internet & other basic software applications
· Excellent typing skills and able to adapt any pressure with ease
· Always achieved company requirements and targets
· Working with innovation & building good customer relationship
· Punctuality & result oriented task force
· Good communication skills, selling & marketing skills
· Management skills
· Team Leader
Work Experiences
AL BUSTAN ROTANA HOTEL
Casablanca Street, Al Garhoud,
 Dubai, UAE
Designation

: 
Marketing and Communications Coordinator 
Location

:
Al Garhoud Road, Dubai, UAE

Time Period

:
November 2013 – December 2014
Responsibilities:
· Created Press Release Articles about the Company’s corporate and social affairs 
· Seeded Press Release Articles in all local newspaper publications, select international newspaper publications and websites
· Coordinated and facilitated Press Media Events for the company
· Coordinated and facilitated numerous Corporate Social Responsibility Projects or Community Outreach Programs reflecting the good will of the company towards the many communities that it serves
· Facilitated official corporate photo shoots and product shots for the company
· Created copies for numerous poster ad campaign materials 
· Participated in interviews reflecting the official statements and comments of the company through all media types (newspaper/radio/television/online - digital)
· Act as the point person or coordinator of contracted PR agencies for varied Marketing Campaigns (projects involving the production of Television Commercials, Radio Commercials and Print ads)
· Managed the relationship of the company and numerous media outlets and types
· Acted as the Editor and Chief of the company’s official Newsletter that is printed quarterly 
· Managed all online/digital platforms of the company (Facebook/Instagram/Twitter/Official Website)
· Author and editor of all internal and external letters distributed by the Marketing Division 
· Managed two employees under my leadership 
· Filed and organized important files: letters, emails, contracts and other communication trails

AEROPOSTALE,
Apparel Group LLC
 Dubai, UAE
Designation

: 
Assistant Store Manager 
Location

:
Oasis Centre Mall
Time Period

:
July 2012 – October 2013
Responsibilities:
· Warm welcome to customers, building excellent customer relationship, Maintaining shop environment good and hygienic
· Assists senior manager in daily operations of the store
· Maintaining Legal Documents, Updating Promotions for Sales.
· Responsible for Visual Merchandising
· To ascertain that the product is displayed to the best its advantage in terms of Window displays, thematic display of the merchandise in the store on regular basis
· Responsible for inventory planning
· To ascertain Optimum Stock Holding in terms of Department wise, Brand wise, Style & Options. 
· Balancing and Movement of Stocks (Inward and Outward) 
· Re-Allocation of the merchandise subject to requirement with immediate effect.
· Overseeing business operation in the absence of the senior manager
· Ensures operational expectations are met by implementing and maintaining high retail standards
· Counts and balances cash register and receipts.
· Checks inventory listing with actual inventory on shelf and reports discrepancies
· Submits banking / high risk transaction receipts to accounts department
· Assists customer in locating merchandise and answering a variety of questions concerning general merchandise
Special Achievements:
Awarded Employee of the month November 2012, April, June, July and October 2013.
Monsoon Accessorize,
M2 Fashions International, Inc.,
 Philippines
Designation

:
Assistant Store Manager
Location

:
Ayala Center, Cebu
Time Period

:
April 2011 – May 2012
Responsibilities:
· Implemented new product lines and created strategies to introduce and promote them to customers. 
· Set standards and modeled behavior for optimum customer service.
· Utilized merchandising skills to drive sales through effective merchandise presentations.
· Developed successful sales plans to grow store's profitability. 
· Managed merchandise levels and store appearance.
· Enforced loss prevention policy and awareness on the floor in order to control internal / external shrinkage.
· Directed all activities required to achieve store goals.
· Organized photo shoot for new promotions.
· Develop concepts for new marketing promotions of the stores.
Speechcom International Inc.,
Philippines
Designation

:
Secretary (Working Scholar)
Location

:
Rivergate Commercial Complex, General Max. Avenue, Cebu City
Time Period

:
June 2008 – March 2011
Responsibilities:
· Responsible for processing reservation by fax, phone, email and walk-in basis
· Accepting and keeping records of advanced deposits on reservations 
· Processing and filling paperwork correctly
· Handling customer concern properly
· Executing strong customer service abilities
· Responsible for all other duties assigned
ACADEMIC QUALIFICATIONS:
Bachelor of Science in 
Management Accounting


: University of San Jose – Recoletos, Cebu, Philippines
Personal Details:
Date of Birth




: 23-10-1990
Nationality




: Filipino
Language Proficiency



: English, Tagalog
Interests and Activities
                                   : Reading, Writing blogs, Photography, Movies & Traveling
