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Melissa 
E-mail

 :
Melissa.369661@2freemail.com 
Visa Status     :          Husband Visa


To build a career in a reputable organization that offers immense growth prospects and where i can maximize the use of my skills to achieve a constently high and productive level of professional success.

· A hardworking and responsible person that deals well with different kind of people.

· Highly proficient in MS Office application,internet,email.

· Can easily adjust to different work environment,aggresive to learn unfamilliar tasks,dedicated to work,efficient and a team player.

· Proficient in reading,writing, and speaking english.

· An honest person that can perform duties with less supervision.

· Establish rapport and harmonious relatioship with colleagues.
· A fast learner and willing to take trainings to further develop my skills.

· Physically and emotionally fit to work in any institution or establishment.


Position:                CUSTOMER SERVICE REPRESENTATIVE
Company:              EMAAR RETAIL LLC- DUBAI MALL
Inclusive Date:      FEBRUARY 14, 2014 UP TO MARCH 03,2017
· Greet customers with a pleasant,upbeat attitude
· Thank every customer that is serve

· Answers telephones in a polite and expenditous manner

· assist Customers to the fullest extent possible

· Refer all Customers complaints and concern to management

· Monitor,count and control inventory

· Rotate cocession  items to prvent spoilage

· Restock materials and supplies

· Knowledge of the items offered by the theater and their prices

· Inform Customers of their buying choices

· Present/serve purchases in a approved manner

· Recieve money and count the correct change for each sale

· Use the point of sale (POS) systems

· Accurately control the money in assigned cash drawers

· Maintain a clean work station at all times

· Care for the facility and equioment with high level of consideration fo its value at all times.
· Ensure that customer service is the main priority.
· Provide customer with highest standard of customer services.
· Process Payments by totaling purchases: processing cash and other credit cards
· Contributes to team effort by accomplishing related results as needed

Position:               COSTUMER SERVICE REPRESENTATIVE
Company:             KENKOH MASSAGE FOOTWEAR  MIDDLE EAST  
Inclusive Date:     SEPTEMBER 1, 2013 UP TO FEBRUARY 12,2014

· Track and distribute controlled documents, using the doc control procedures, format and distribution schedule.
· Safekeeping of company circulars, safety bulletins, memos and letters electronically. 
· Requisition of office supplies for document control.
· Replacing large volumes of documens with digital images,consist of digitalizing volumes of documents by using high speed scanning methods to convert documents into digital images which will be stored as document libraries

· Preparing document to be scan 
· Operate scanners (AO and A4) physically move documents/drawings to be converted
· Indexing enter metadata into indexes
· Perform basic clerical functions
· Teamwork 
Position:
COSTUMER SERVICE REPRESENTATIVE
Company:               SM DEPARTMENT STORE
Inclusive Dates:      OCTOBER 4, 2011 – JANUARY 10,2012
· Assists Shows the customer the merchandise and how the merchandise is beneficial to them 

· customers in choosing and locating the product they need.

· Greeting customers who enter the shop.

· Be involved in stock control and management.

· Assisting shoppers to find the goods and products they are looking for.

· Keeping the store tidy and clean, this includes hovering and mopping.

· Responsible in dealing with customer complaints.
Position:               TICKETSELLER
Company:             STAR MALL PHILIPPINES
Inclusive Date:        AUGUST 6,2009 – AUGUST 15, 2011
· Develop, implement and maintain office policies and procedure

· Sell and collect admission tickets and passes from patrons at entertainment events

· Count and record number of tickets collected
Position:                 LOBBY ATTENDANT
Company:               LIANA’S CINEMA PHILIPPINES
Inclusive Dates:     July 20,2004 – July 25, 2007
·  Recieved and Answer telephone in a  polite and proffesional manner,aswering queris and transferring to staff member right away.
· Examine tickets or passes to verify authenticity, using criteria such as color and date issued

· Guide patrons to exits or provide other instructions or assistance 
Position :               TICKETSELLER

Company :             UNIWIDE LAS PINAS  PHILIPPINES

Inclusive :               January 17, 2001 – December 28, 2003
· Refuse admittance to undesirable persons or persons without tickets or passes

· Settle seating disputes and help solve other customer concerns

· Assist patrons in finding seats, lighting the way with flashlights if necess
Position:               CASHIER/ SALES LADY
Company:             LEAVELAND SHOE BOUTIQUE

Inclusive :             January 16, 1998 – December 13, 2001
· Welcomes customer, assists their needs and answers any questions that the customer may have.

· Demonstrates product knowledge to customers 

· Provide customer with highest standard of customer services.
· Process Payments by totaling purchases: processing cash and other credit cards
· Contributes to team effort by accomplishing related results as needed

20012 – 2013              EARIST-GASAT Cavite, Philippines                              Gma, Cavite
                                    Bachelor of Science in Secondary Education Major in TLE
 1989 - 1993               
Dulag National High School
                                  Dulag, Leyte
 1982 - 1989               Rawis Elementary School                                       Dulag, Leyte

Name:


Melissa 
Birthday:

September 16,1976
Nationality:

Filipino

Language spoken:
English and Tagalog

Height:            
 
5’2
Sex:               
   
Female

Civil Status:   
   
Married
Religion:        
   
Christian
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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