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PERSONAL INFORMATION

	Name
Mobile: Whatsapp

E-mail

Nationality

Date of birth

Civil status


	KIMBERLY 
+971504753686 / +919979971283

Kimberly.376839@2freemail.com 
Filipino

June 15, 1990
Single

	CAREER OBJECTIVES:

	· To achieve personal and professional growth through hard work

· To secure a job wherein I can apply my knowledge, skills, and all my dedication


	KEY QUALIFICATIONS:

	· With significant working knowledge and experience in compliance and maintains records of business and office activities of establishment. 
· Confident in communicating, updates policy proposals, and delivering excellent  customer service;
· Hard working and have a capacity to work under pressure and with minimal guidance;

	EDUCATIONAL ATTAINMENT

	Tertiary (2006 - 2010)
Secondary (2001-2006)
	SOUTHERN MINDANAO COLLEGES
Bachelor of Science in Commerce

Major in Management
Pagadian City, Philippines
Bayog National High School.
Kahayagan Bayog, Zamboanga Del Sur, Philippines


	WORK EXPERIENCE:

	Dates (from – to)

Name and address of employer

Type of business

Position
Job description

Dates (from – to)
Name and address of employer

Type of business

Position

Job description

Dates (from – to)

Name and address of employer
Type of business

Position

Job description


	January 18, 2014 – November 20, 2017
Abu Dhabi National Oil Company ( ADNOC )
P.O. Box: 4188 Abu Dhabi, UAE
Abu Dhabi Retail Sales
F/S In-charge Shift Supervisor
· Setting up meetings with staff and listen to their wishes and concern

· Responsible of daily management for my entire shift
· Managing cash in accordance of company policy and procedure

· Understanding and demonstrating customer care and high levels of customer service

· Maintaining and providing comprehensive product information to 
customers
· Bank transactions, checking and monitoring of the shift income in daily deposits
· Create frequent reviews and report of entire shift sales

· Handling costumer complaints in a calm manor
March 1, 2012 –  October 1, 2013
Ceramic Plaza / Federal Hardware
2250 Don Chino Roces Avenue, 1231 Makati City, Philippines

Retail
Sales Executive
· Understanding and demonstrating customer care and high levels of customer service

· Confidently making and closing sales
· Replenish stock and maintain high standards of merchandising and housekeeping by ensuring that goods are attractively displayed and correctly priced in line with ticketing guidelines.

· Conduct weekly commercial floor moves/merchandising moves
· Prepare monthly write off stock damaged good  list

· Takes responsibility for analyzing stock management information available to ensure sales opportunities are maximized

· Ensure stock deliveries are effectively processed and presented on the sales floor according to brand visual guidelines
December 10, 2010 - December10, 2011
Local Government Unit Of Bayog Zamboanga Del Sur
Poblacion Bayog, Zamboanga Del Sur
Government

Administrative Assistant
· Answer telephones and transfer to appropriate staff member

· Meet and greet clients and visitors.

· Create and modify documents using Microsoft Office
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· Maintain hard copy and electronic filing system

· Coordinate and maintain records for staffs.

· Other duties as assigned



	CHARACTER REFERENCE:Available upon request

	

	I hereby certify that all information written in this document is true and correct with the best of my knowledge and belief, and all personal credentials submitted are authentic.  I have no objection to any reference check that may be conducted by your office to establish veracity of my declaration stated herein.

KIMBERLY 


