VANESSA .V. FRANCISCO

Dear Sir/ Ma’am
In search of an organization that will give me the opportunity to indulge in and exploit my fundamental skills, I apply to you enclosing my resume for your perusal. I prefer to work in the field of Sales & Administration where I can utilize my current knowledge & skills towards the growth & objectives of the company. I request you to consider my application, as I am very keen to compete for the post. 
I am well qualified to contribute to the organization’s growth, applying my skills to advance the company’s competitive prominence. Moreover, I am familiar with the industry’s fast-paced environment where deadlines are a priority and multi-tasking is a requirement. I assure you that my expertise, experience & learning and loyalty will be earmarked as a fine example. 
Thank you for the time you have invested in my review. I promise you favourable returns and look forward to hearing from you at the earliest.

Sincerely,

Vanessa V. Francisco
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 VANESSA V. FRANCISCO



 Dubai U.A.E
 E-mail : vanessafrancisco10@yahoo.com /prettyness77@yahoo.com 
 Mob  No : 050-4351678/055-4858912
Career Objectives
Seeking a challenging and rewarding position within a dynamic growth oriented organization that welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards. 
Job preference:  Sales & Administration.
Summary of Professional Experience
· Communicate with external agencies for improving business relations.
· Maintaining Customer relation through prompt feed back and follow-up.
· Assist out-of-town candidates with travel, hotel and car service arrangements. 

· Assist with customer-service, product availability and quality control related issues. Assess assignments to determine the prioritization of work flow; Screen calls and mail. 

· Revise and maintain extensive filing system and corresponding cross-referenced list.  

· Collect and prepare data for records and reports.
· Maintain confidential information of office related information.
· Attend in-services training to improve skills and knowledge of office.
· Answered telephones, emails, directed calls and took messages work.
· Collaborate with various levels of management to gather information pertaining to key issues.
· Collect and prepare data for records and reports.
· Serve as secretary to the assigned supervisor; greet visitors and answer telephone, provide information; keyboard correspondence and related matters; prepare and maintain files and records. 
Professional Experience
Receptionist Cum sales Coordinator, Al Reyami Printing & Publishing, Dubai (March 26, 2008 – May 2010)         
Job profile :                        
· Receiving the enquiries, coordination with estimation dept and maintaining database.
· Coordinate with the sales and admin office. Scheduling the business meetings for sales. 

· Maintains customer relationship management by monitoring complaints. 

· Reporting to Divisional manager.
Previous working experience

Receptionist / Telemarketing, Next Level Dubai World Trade Center Dubai, U.A.E. (June 2007 – February 2008)
Job Profile:
· Provide excellent customer service by maintaining relations.
· Execute customer orders and follow up on back orders.

· Compile business processes in proper filling systems.

Beauty Consultant/Customer Service /Secretary /Telesales, Mary Kay, Philippines.                                                                         (February 2005 to April 2007)

Job profile:
· Sales and Promotion of  the company’s product
· Responsible of providing comprehensive support to the Sales Director, which 
· Include diary management, business and travel arrangements.
· Assisting in developing and implementing new business strategies.

· Penetrating new account and building reliable networks of information 

and clients and beauty consultants.

· Monitoring and following- up on outstanding payments.

I
Merchandiser, Alaska Philippines






 (January 2002 –June 2002)

Job profile:

· Sales and Promotion of the company’s product.

· To manage several sections in the store/department.

· To lead a team to ensure consistent achievements of targets and standards.

· To ensure excellent items display, ordering and follow-up.

· To control stock weekly and monthly basis.
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· Monitor creditors and follow up on sales receivables & ensure prompt 

· Collection as per agreed terms.

· Identifying customer requirements and achieving sales target.

Sales Executives /Personal Assistant , Panasonic Philippines

(October 2000 to December 2001)
Job profile:
· Sales and Promote the product
· Monitor creditors and follow up on sales receivables & ensure prompt collection as per agreed terms.
· Identifying customer requirements and achieving sales target.
· Responsible for the Daily sales 
· To manage several sections in the store/department.

· To lead a team to ensure consistent achievements of targets and standards.

· To ensure excellent items display, ordering and follow-up.

· To control stock weekly and monthly basis.

· Ensuring total customer satisfaction.                   
· Reporting to the Manager

Technical Skills
· Ms- Office Application (Word, Excel and Power Point) 
· Access, 
· Internet. 
Educational Qualification
	Qualification 
	Institution
	Year 

	Commerce Major in Business Management
	A.E College, Zamboanga City, Philippines (Post Graduate)
	 2000

	Secondary
	Zamboanga City High School
	1996

	Grade school
	Tetuan Central School   
	1992


Additional Qualification
Caregiver Coursework (6 months) 

(2003)




Brent College, Zamboanga City, Philippines 
Personal information
Birth date 

: 
April 11, 1979

Birth place
 
: 
Zamboanga  City, Philippines

Nationality
 
: 
Filipino

Language
 
: 
English, Tagalog, Chavacano, Espanyol,Japanese
Status
 
: 
Single

Visa                       
      :
NOC provided by the previous company
Driving License 
      :
# 1545517

References available upon request


