[image: image2.jpg]



CHRISTIAN 
OBJECTIVE

Seeking a job opportunity to add value by contributing my experience and my knowledge, I am self-motivated, well versed in all aspects of my work, with very good communication skills and ability to work under pressure appropriately in order to flourish with any given suitable position that I may encounter.

EDUCATION

Graduate of Bachelor of Science in Business Administration, March 2001

University of San Carlos, Cebu City, Philippines

WORK EXPERIENCES

Receptionist cum Admin Assistant [Recreation Department]
 (Spain Football Academy)
Ajman, UAE, December 2014 to August 6,2016
Job Responsibilities:

· Meets, greets and responds to facility patrons in person and via telephone with respect and in courteous manner.
· Imparts general information.

· Accepts general admission to facility.

· Processes in-person and phone-in program registrations.

· Works in conjunction with district and facility staff; including management, instructors, recreation attendants and other employees.

· Assists in enforcing facility policies and procedures.

· Facility opening and closing procedures; including daily financial reconcilations.

· Gives first aid when necessary.

· Accurate and timely completion of time sheets and incident reports.

· Attends all scheduled shifts and staff meetings.

· Completes all work orders as assigned by management.
· Operates cash registers, computers, credit card machine, calculator and photocopier machines and scanners.

· Assists supervisors and coordinators as needed.

· Works additional shifts when requested.

· Complete other tasks as assigned by superior.

Recreation Coordinator

Quattros Sports Centre LLC/ RCD Espanyol de Barcelona (Spain Football Academy) 

Ajman, UAE, June 2014 – December 2014
Job Responsibilities:

· Discuss and implement different plans for the entertainment of the particular event.
· Resolve issues if any with the participants.
· Plan events organized by the organization.
· Work on the event budget and coordinate with the clients accordingly.
· Maintained a regular staff attendance register.
· Monitor the use of recreation equipment and facilities.
Sales Representative

Four Sisters Construction, Philippines, 2008 – 2013

Job Responsibilities:

· Responsible for ensuring that products appear in the right store and in correct quantities.

· Plan stock levels and monitor performance.

· Set prices to maximize profits and manage the performance of ranges.

· Planning promotions.

· Oversee delivery and distributions of stocks.

· Deal with suppliers.

Sales & Retail Merchandiser

Coca Cola Bottlers Philippines Inc., 2002 – 2008

Job Responsibilities:

· Planning product ranges and preparing sales and stock plans in conjunction with buyers.

· Liaising with buyers, analysts, stores, suppliers and distributors.

· Maintaining a comprehensive library of appropriate data.

· Working closely with visual display staff and department heads to decide how goods should be displayed to maximize customer interest and sales.

· Producing layout plans for stores.

· Forecasting profits and sales, and optimizing the sales volume and profitability of designated product areas.

· Planning budgets and presenting sales forecasts and figures for new ranges.

· Controlling stock levels based on forecasts for the season.

· Maintaining awareness of competitors’ performance.

· Monitoring slow sellers and taking action to reduce prices or set promotions as necessary.

· Gathering information on customers’ reactions to products.

· Making financial presentations.

· Meeting with suppliers and managing the distribution of stock, by negotiating cost prices, ordering stock, agreeing timescales and delivery dates, and completing the necessary paperwork.

· Identifying production and supply difficulties and dealing with any problems or delays as they arise.

· Managing, training and supervising junior staff.
SPECIAL SKILLS AND KNOWLEDGE
· Computer Literate (Microsoft Office – Word, Excel, Outlook)

· Fluent in both oral and written communications

· Ability to read, count and write to accurately complete all documentation

· Ability to operate all equipment necessary to perform the job

· Fast learner, hardworking and cost conscious

· Willing to relocate and work under pressure

PERSONAL INFORMATION

Date of Birth
:
December 18, 1980

Civil Status
:
Single

Nationality
:
Filipino

Visa Status
:
Finished Contract 
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