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ARIANE 
OBJECTIVES : To join your highly reputable institution that will enhance my skills and potentials and broaden my knowledge that the business world has to offer in preparing myself to be more professionally and globally competitive.
_____________________________________________________________________________________
	Personal Information:
	
	

	Nationality
	:
	Filipino

	Date of Birth
	:
	May 08, 1982

	Age
	:
	33

	Place of Birth
	:
	Valladolid Negros Occidental

	Educational Background:
	
	

	Tertiary
	:  Occidental Mindoro State College of University

	
	
	Jose, Occidental Mindoro  (1999-2003)

	Course
	:
	Computer Programming

	Work Experience:
	
	


1. Current Position (May 2013-Present): 
Customer Service Agent, Sales Assistant  
DUBAI U.A.E
May 2013- Present
DUTIES AND RESPONSIBILITIES:
· Responsible in providing 100% customer satisfaction as per company standards. 
· Monitoring Hazard Analysis Critical Control Point (HACCP) to ensure parameters are met and do necessary actions in cases of discrepancies. 
· Entering purchases and return invoices through the centralized networking software. 
· Do cashiering through cash and credit transaction. 
· Do proper merchandising by using FIFO methods. 
· Receives cash or payment in any other authorized modes of payments from customer, issue 
receipts  or bills against their purchase.
· Shares the responsibility for controlling the inventory and cash variance on the shift. 
· Perform specific tasks as assigned by the store manager from time to time. 
· Able to handle customers complain professionally, for ensuring to have a repeat business. 
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· Able to promote and do a suggestive selling. 
· Able to enter the worksheet reports of the site sales, on a shift wise and daily basis. 
2. Guest Services Assistant/Receptionist (June 2011-January 2013) – 
Shopping Centre Management Corporation 
Dona Soledad Don Bosco, Paranaque City.
DUTIES AND RESPONSIBILITIES:
· Answer customer telephone calls. 
· Responsible for maintaining a comfortable atmosphere inside the lounge areas by controlling and monitoring heating, lighting, music and computer desk top. 
· Respond to questions and concerns about service, and escalate calls appropriately. 
· Deal with any guest queries / complaints in a polite and friendly manner ensuring guest. 
· All complaints, comments, special requests and other business are to recorded in the daily log book typing and entering the name of customers and guests through the centralized networking software. 
· To attend daily training meetings and departmental meetings are requested. 
· To attend seminars / training courses are requested. 
· To provide an efficient and friendly service to guests at all times. 
· To wear presentable full uniform and name badge when on duty. 
· To ensure a high standard of personal hygiene and grooming. 
· To be on time for all shifts and to ensure that you sign in and out for every shift time. 
· Ensuring 30 minutes break where applicable is taken and recorded. 
· To upgrade services and offer additional service packages or options. 
· Assist the customers to call international using VOIP calls. 
· Serve the beverages to customers like coffee, ice tea & etc. 
· Maintain the tidy and cleanliness. 
3. Cashier (August 2007-June 2011): 
Shopping Centre Management Corporation Dona Solidad Don Bosco, Paranaque City 
DUTIES AND RESPONSIBILITIES:
· Greet customers as they arrive in the store and provide them with information about products and/or services 
· Respond to customers’ complaints and resolve their issues 
· Handling all the cash transaction 
· Enter transactions in the cash register and provide customers with the total bill 
· Sort and count currency and coins 
· Issue receipts and change to customers 
· Count money at the end and beginning of each shift 
· Ensure that all checkout counters have enough cash 
· Process credit card and check payments 
· Perform the duties of customer service representative when required 
· Maintain periodic sales reports and spreadsheets 
· Ensure management of daily cash accounts 
· Maintain periodic transaction reports 
· Resolve customer complaints in a proactive manner Open and close tills 
· Train other staff members to work as cashier 
· Maintain knowledge of store inventory and sales activities 
· Keep the work area tidy and clean 
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4. Volunteer ( Contractual ) May 2004 - December 2004: 
Municipality of Sablayan, Occidental Mindoro 
DUTIES AND RESPONSIBILITIES:
· Encode the data entry 
· Filling the data entry 
· Checking the records of logbook Department of Agrarian Reform (DAR) typing. 
· To check the month end data entry 
· To finalize the encoding and filling 
Training:
On The Job Training (OJT)  -
PNB Philippines National Bank
San Jose, Occidental Mindoro  (March 2003-May 2003)
Sister of Mary Immaculate –
FR. Dominico Masi St.Sister of Mary
San Pedro Laguna  (May 1999-August 1999)
Seminar Attended:
	1.
	Pre-Employment Orientation Seminar (PEOS) -  SM City Bicutan Bldg. A Lower Ground Floor

	
	Dona Soledad Don Bosco, Paranaque City (September 19 2011)

	2.
	Productivity In The Work Place -  SM City Bicutan (July 10 2012)


3. Informatics “An Introduction to Adobe Graphics Application” – SM Bicutan, Activity center Bldg. B Lower Ground Floor (August 25 2012) 
4. Customer Service Excellence-  SM City Bicutan (August 29 2012) 
TRAINING ATTENDED:
· NETP-New Employee Training Program ( Emirates Petroleum Products Co. ),Dubai 
· BFHTC-Basic Food hygiene Training Course conducted by ( Dubai Municipality ) 
· MCST-managing Customer Service Training ( Emirates Petroleum Products Co. ), Dubai 
· FFTP-Fire Fighting Training Program ( Emirates Petroleum Products Co.),Dubai 
· First Aid Training program (ENOC), Dubai. 

EMPLOYMENT CERTIFICATE RECORDS AWARDS:
· Star Employee of the month July 2013 
· Star Employee of the month October 2013 
· Star employee of the month January 2014 
· Star employee of the month May 2014 
· Star employee of the month October 2014 
· Star employee of the month March 2015 
· Star employee of the month December 2015 
I hereby affirm that above information is true to the best of my knowledge and ability.
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