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JOAN 

JOAN.365767@2freemail.com  


OBJECTIVES:
Ability to work under pressure, responsiveness to changes and willingness to share information and ideas and take calculated risks without fear of consequences and is committed to continuous learning and skill development.

PROFESSIONAL QUALIFICATION:
· Overall 12 years  work experience out of which 8 years have been in the UAE

· Enthusiastic, well-organized and able to prioritize;

· High energy level, comfortable performing the day-to-day activities;

· Can maintain a good relationships with everyone;

· Along with my self-management skills. 

· I can communicate well and enjoy working with people of various nationalities.
PROFESSIONAL EXPERIENCE:
October 2008 – March 7, 2016
Store In-Charge






AL Sayer Retail Establishment (Caribou Coffee shop)

Dubai U.A.E
· Make sure the shop is 100% open for business. 

· In charge of monitoring stocks. Prepare inventory report
· Making daily rounds to make sure that there are enough supplies for the day's business. 
· Attending the needs and inquiries of the customers.
· Handles comments/complaints properly and gives appropriate action.

· Ordering supplies through our vendors/suppliers
· Preparing the deposit slip and handed the amount/cash to the bank. 

· Responsible for weekly schedule of employees.
· Responsible for supervising and training newly join employee.
· Check coffee machine and other equipment to make sure it is in working condition. 

· Make sure business meets the necessity of all codes including but not limited to safety, fire and health for civil defense checking. 

· Make sure all beverages are prepared correctly.
· Responsible in handling, developing relationships with existing customers

· Able to manage the Store with high amount of professionalism even in the absence of the Superiors.

· Prepare reports (weekly and monthly) 

July 29 2007 – August 2008 

Telephone operator





EAD advertising L.L.C.
Al Rigga Dubai U.A.E
· Answers telephone calls in accordance with the agreed standard operating procedure
· Provide client with the most accurate and relevant information available

· Responsible for Fax machines (In and Out documents)
· Greeting and assisting all office visitors

November 2004 – December 2006

Cashier cum Sales Assistant



Hang and Folds Fashion Trend

Quezon City, Philippines

· Receiving payments from customer
· In charge of making daily sales report

· Coordinates with the sales agents regarding meetings and updates on sales of product.
· Answers telephone calls in accordance with the agreed standard operating procedure. 
· Always connect calls quickly and efficiently in order to keep the company’s telephone lines as free as possible for incoming callers.
· Able to manage the Store with high amount of professionalism even in the absence of the Superiors.

· To ensure that all correspondence is well prepared, checked and replied to within minutes of receipt.

August 2002 – September 2004



Receptionist cum Waitress 



Off the Grill Bar & Restaurant
Quezon City, Philippines

· Posts reservation signs at designated tables with reserving parties labeled.
· Logbook and other paraphernalia are made available in station.

· Greets guest at the entrance according to standard phraseology.

· Escorted guests are endorsed to waiters

· Informing guest if all seats are accommodated and places them on waiting list.

· When not loaded, does follow-up visits; solicits feedback from guests

· Resolve customers issues as efficiently as possible
SKILLS:
· Computer Literacy (Microsoft Word, MS Outlook, Microsoft Excel)
TRAINING

· Computer Operation 

Electron College of Technical Education

July, 2016
EDUCATIONAL BACKGROUND:
· 1993-1997 
 Our Lady of Lourdes College-Valenzuela
Secondary
· 1988-1994
 Our Lady of Lourdes College-Valenzuela
Primary 
PERSONAL INFROMATION:
Birth Date

:
16 June, 1980
Nationality

:
Filipino

Civil Status

:
Single

Present Location
:
Dubai, United Arab Emirates
�








