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KRISTIA
KRISTIA.72689@2freemail.com  
OBJECTIVE


To work in a fast growing organization that offers challenging work and plenty of scope for advancement beneficial to my professional growth and to contribute to the dynamic company with a commitment of giving superb customer service.
QUALIFICATION

· Excellent sales and marketing and customer service

· Dynamic team player / team leader and has multitasking capabilities

· Hardworking and committed with a friendly and enthusiastic approach

· Fast learner, service oriented, highly organized, can work under pressure; goal oriented and possesses exceptional interpersonal skills.

· Can drive manual and automatic light vehicles.
EMPLOYMENT RECORD
Position:

ADMIN IN-CHARGE
Company:

DIAGRAM GENERAL TRADING LLC
Inclusive date:
2010 – PRESENT
Job Description

· Sing a variety of software packages, such as Microsoft Word, Outlook, Power point, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases.

· Devising and maintaining office systems.

· Booking rooms and conference facilities.

· Managing and maintaining budgets, as well as invoicing.

· Liaising with staff in other departments and with external contacts.

· Sorting and distributing incoming post and organizing and sending outgoing post.

· Arranging travel and accommodation for staff or customers and other external contacts.

· Liaising with colleagues and external contacts to book travel and accommodation.

· Organizing and storing paperwork, documents and computer-based information.

· Recruiting, training and supervising junior staff and delegating work as required.

Position:

SECRETARY / RECEPTIONIST

Company:

DIAGRAM GENERAL TRADING LLC

Inclusive date:
2008 – 2010

Job Description

· Use computers for various applications, such as database management or word processing.

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Create, maintain, and enter information into databases.

· Set up and manage paper or electronic filing systems, recording information, updating paperwork, or maintaining documents, such as attendance records, correspondence, or other material.

· Operate office equipment, such as fax machines, copiers, or phone systems and arrange for repairs when equipment malfunctions.

· Greet visitors or callers and handle their inquiries or direct them to the appropriate persons according to their needs.

· Maintain scheduling and event calendars.

· Complete forms in accordance with company procedures.

· Schedule and confirm appointments for clients, customers, or supervisors.

· Make copies of correspondence or other printed material.
Position:

SALES SUPERVISOR
Company:

DAVAO ASIAN DEVELOPMENT (Hotel & Restaurant Branch)

Inclusive date:
2005 – 2008

Job Description

· Provide customer service by greeting and assisting customers, and responding to customer inquiries and complaints.

· Direct and supervise employees engaged in sales, inventory-taking, reconciling cash receipts, or in performing services for customers.

· Monitor sales activities to ensure that customers receive satisfactory service and quality goods.

· Inventory stock and reorder when inventory drops to a specified level.

· Instruct staff on how to handle difficult and complicated sales.

· Hire, train, and evaluate personnel in sales or marketing establishments, promoting or firing workers when appropriate.

· Assign employees to specific duties.

· Enforce safety, health, and security rules.

· Examine merchandise to ensure that it is correctly priced and displayed and that it functions as advertised.

· Plan budgets and authorize payments and merchandise returns.

EDUCATION
Tertiary:

BACHELOR OF SCIENCE IN COMPUTER SCEINCE
                                 UNIVERSITY OF THE IMMACULATE CONCEPTION
                                 Davao City - Philippines
PERSONAL DATA
Date of Birth:
December 23, 1983
Nationality:

Filipino

Height:

5’0”
Status:

Single

Visa Status:

Working – Transferable
Driver’s License:
UAE License

Training / Seminar
· Enhancement on Java Workshop


2003

· 1st Mindanao IT Congress



2003

· I.T. Revolution





2003

· Seminar in E-Commerce Law



2004

· Smart Entrepreneurship




2004

· Philippine Institute of Hotel Administration

2005

