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CAREER OBJECTIVE:

Seeking a suitable position where my experiences would be fully utilize in career opportunity and where would make a significant contribution to the success of my employer will be gained me a career achievement. To seek long term career through creative contribution in all area of with professional organization providing flexibility of growth and opportunities for maximum utilization of potential.

WORK EXPERIENCE:

· Working with PARIS GROUP L.L.C as Cashier cum Front Desk Assistant. 

· February 20, 2013 up to present in VERSACE (High End Band) Dubai Mall
  JOB PROFILE
  CASHIER RESPONSIBILITIES:

-Smile and greet customers and gave them satisfactory customer service.  

                 -Serves as the Shop In-Charge in the absence of the Showroom Manager.
                    * Well experienced in handling all mode of payment transactions such as cash, card and vouchers. 

                    * Maintaining effective visual merchandising and efficient cleanliness in work area.
                    *Excellent in speaking and understanding English and have basic knowledge in Arabic and Russian   

                      Language
                   * Able to handle customer complaints and other problem that requires decision making that may     

                     arise inside the shop

                   *Focused, accurate, attention to detail and observes company rules and regulations at all times

                   *Knowledgeable in Microsoft Office and different software Applications such as MS Word, MS Excel &   

                     MS PPT. Handling different kinds of HR related Reports, Sales Report and Stock Inventory Reports.
· Responsible to understand and provide assistance in satisfying customer needs and queries about the product, prices and service that the company are offering.
· Informing the customers on product range that is suitable for their needs.

· Achieving the sales target and motivated on increasing the sales.

· Focusing on Up Selling and Cross Selling techniques. 

· Maintaining and establishing good relationship to customer resulting to long term loyalty in the brand.

· Assisting the Manager in handling new launches, latest promotions and visual merchandising.

               -Serves as the Secretary of the Manager in-Charge of the showroom.
                    *Ensuring all meetings are effectively organized and recorded.

                    * Maintaining effective and efficient records and administration.

                    * Caring for all governing documents and purchasing supplies for the company.

                   * Communication and correspondence for the staffs and Manager.

                   * Responsible for all office equipment such as Computer, fax machine, scanner, printer and                            

                      Telephone
  COMPANY BRANDS: VERSACE, CANALI, GIANFRANCO FERRE, CERRUTI 1881, CACHAREL, RICHMOND, ASPESI. LISCENSE IN PIERRE CARDIN, BALMAIN, TED LAPIDUS, AZZARO, MAN AND MODA, MARKATI PALAZZO, LOUIS FERAUD AND VERRI.

· Worked as HR Assistant from March 2010 to August 2012.

 SM DEPARTMENT STORE  

 [ PHILIPPINES ]

JOB PROFILE
· Handling end to end Recruitment for all job levels, from rank and file up to managerial positions.

· Processing of applications, requirements, medical, job offer and employment contract up to deployment of new employees, giving uniforms and schedules.

· Well knowledgeable in different clerical works. MS Word, MS Excel, Outlook Express, Lotus Notes and Power Point Presentation. Making different kinds of communication letters and has phone etiquette.

· Can work as Cashier, Checker, Sales Assistant, Customer Service Assistant in case of shortage in manpower in selling area 

EducationAL QUALIFICATION:

· AB Psychology - 2010

De La Salle University – Dasmariñas

Cavite, Philippines

· ON THE JOB TRAINING 

      -  300 hours worked as Administration Assistant (Industrial Setting).

      -  150 hours worked as Guidance Counselor Assistant (School Setting).

            -  150 hours worked as Psychologist Assistant (Clinical Setting). 

· Front Desk Assistant 

      -  3 consecutive years as Front Desk Assistant as University Scholar in University Registrar. Receiving and releasing different kind of documents including Diploma and Transcript of Records. Filing, answering all queries from walk in students and parents and queries thru telephone.

PERSONAL DETAILS:

Date of Birth



:
26 October 1987

Languages Known

               :             English, Tagalog

Reference
: Available upon request.

All information stated above is true to the best of my knowledge and belief.

