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objective

	To obtain a position where my experience can be utilized to improve customer satisfaction enables me to create a positive contribution and to use my ability to work well with people. 

	profile summary

	· Eight years and four months total exposure in various positions to different kinds of fields: Customer Service Representative, Store Keeper, Encoder, Admin, Secretary, Cashier, Production Checker, Book Keeper, Marketing Assistant, Sales and Service Coordinator.

· Three years solid experience in multi-tasking functions to one of the prestigious mobile dealer company in UAE. (Nokia, Sony Ericsson, I-Phone, Samsung, HTC, Blackberry, Motorola etc.) and prepaid SIM card (Etisalat / Du )

· More than five years connection in book keeping, store keeping, production checking, coordinating in sales and service. 

· Teamwork involved in planning, advertising, public relations, organizing events, product development and some of marketing management.

· Strong interpersonal, analytical, organizational and leadership skills evident in motivating others and building team spirit.

· Computer proficiency in multi-software packages with relation to mobile and computer installation.

	education

	· Bachelor of Science in Psychology, University of Perpetual Help System Laguna, Philippines ( 2001-2004 )
· Bachelor of Arts in Mass Communication Arts, University of Perpetual Help System Laguna, Philippines ( 1998-1999 )

· Secondary High School, Binan National High School, Philippines ( 1994-1998 )

	JOB EXPERIENCE

	Apr 19, 2007 –April 18, 2010: Golden Motor Telecom Dubai - TSO Supervisor
Performing multi tasking position such a Sales Person, Customer Service, Receptionist, Secretary, Store Keeper & Cashier. Supervise staff from Outdoor Salesman up to Help desk personnel.

Duties & Responsibility:

· Provide status reports to management for all branches on overall sales history, stock availability, goods receipt, local transfer items and SIM card numbers quantity output from activation to online delivery.
· Accepting walk – in client, telephone calls for mobile and SIM card section and assisting customers for their complaints and queries.

· Stock control inventory involved in receiving, arranging, preservation, recording, issuing of materials, releasing of purchasing requisition and supervision.
· Implementing good customer service and qualitative speed in SIM card activation to improve productivity.
· Create and modify documents using Microsoft Office, Word, Excel, PowerPoint and Oracle Accounting System.
· Determine unmet needs and market structure. Contact and Conduct initial follow ups on sales prospects.

· Coordinate with our marketing and technical groups to facilitate marketing functions.( i.e. brochures, leaflets, web advertisement etc.)
· Perform general clerical duties and administrative matters and conducting also staff trainings.

	Jan 2006 –Feb 2007: Dream Tasks Inc., PHP – Production Checker
Manage the complete run of each film and monitor the status sales of the movie. Handling the checking for various film production companies such as Columbia Pictures, Warner Bros. Pictures, UIP Production and 20th Century Fox. 

Duties & Responsibility:

· Provide status reports to management for all branches on overall sales history, stock availability, goods receipt, local transfer items and SIM card numbers quantity output from activation to online delivery.

· Accepting walk – in client, telephone calls for mobile and SIM card section and assisting customers for their complaints and queries.

· Stock control inventory involved in receiving, arranging, preservation, recording, issuing of materials, releasing of purchasing requisition and supervision.

· Implementing good customer service and qualitative speed in SIM card activation to improve productivity.

· Create and modify documents using Microsoft Office, Excel, PowerPoint and Oracle Accounting System.

· Determine unmet needs and market structure. Contact and Conduct initial follow ups on sales prospects.

· Coordinate with our marketing and technical groups to facilitate marketing functions.( i.e. brochures, leaflets, web advertisement etc.)

· Perform general clerical duties and administrative matters and conducting also staff trainings.

	Sep 2003 – Dec 2005: Belang Enterprise, Philippines – Store Assistant
Manage the process of all documents involving business permit, filing, invoices, journal, ledger and tax.  

Duties & Responsibility:

· Update all transaction record and post debit and credits to system Peachtree 2000.
· Check figures, postings and documents to ensure that they are mathematically accurate and properly coded.

· Calculate tax as per gross sales. Files and pay the monthly, quarterly, and annually tax revenue to BIR office.
· Ensuring the work must be careful, orderly and detail-oriented to avoid making errors and to recognize errors made by others.
· Enter the data correctly to improve efficiency, profitability and provide the company with analysis, ratios and graphs for proper information.

	Jan 2003 – Jul 2003: Inca Plastics Phil., Inc., PHP – Marketing Assistant
Administrative support to the VP of Sales and Marketing in the oldest and most experienced rotomoulding companies in the world with existing operations in the Philippines, Thailand and Malaysia. Designated office in lobby area and working also as a receptionist to accept walk- in client and telephone calls.

Duties & Responsibility:

· Handling administrative needs of the officer such as correspondence, filing, preparation of sales documents and websites updates.
· Involving in the sales / marketing process including greeting prospects, giving tours in the building, interfacing with publications ad agencies and PR projects.
· Organizing events, exhibits and products endorsement.
· Coordinate with Plant Manager to expedite the order and delivery of the items and monitor the complete transaction of the customer until the client is fully paid and search for a new customer and conduct follow ups for both existing client and prospects.

	Apr 2002 – Jul 2002: Golden Point Auto Care, Inc. – Store Assistant
Assist with customers by getting customer details, vehicle information and other queries. Thorough knowledge of processing information, merchandise via computer and POS register system, word processing, spreadsheet, inventory, internet and other processing system.

Duties & Responsibility:

· Handling deliveries picking, receiving and disposal of goods ( Auto parts related products ).

· Update system accordingly to store goods in warehouse and fulfill delivery schedules / requirements.

· Manage invoice by using Peachtree Accounting system, petty cash funds and daily deposits preparation which actual interactions to bank.

· With direct relation to customer by helping them regarding to their needs and giving them assistance for their inquiries.
· Weekly and monthly tracking inventory to maintain the update record from the system.

· Explain very well to the customer about the evaluation test result made by the technician and show the quotation for all the parts that needs to be replaced.

· Manage customers account and keep records of customer transaction record details of inquiries, comments and complaints record.
· Communicate effectively and professionally with all associates and customers.

	Dec 2000 – Mar 2002: Rotowell Phil., Inc. – Sales and Service Coordinator
Coordinate meetings, conferences and plant visit. Maintain relationship to client by communicating regularly to officers such as sending thank you, response and product update letters. Search for a new customer and conduct follow ups for both existing and customer prospects. ( Shipping Yards Company, Aircraft Company, Rubber Industries, Auto Parts Manufacturer, Semi Conductor/ Sub Conductor Company, Power Plants and
Electronic Company.

Duties & Responsibility:

· Monitor stock for all consignment client by frequent communication to both logistics staff and end users. ( Related products: Blasting Media such as glass beads, copper slogs, plastic beads, steel beads, media and Blasting Machine).
· Visit plants and meet officers: Plant Manager, Purchasing Manager, Logistics Officers, End Users, Operation General Manager and all Technical Support Officers to promote, present and demonstrate the goods technically.
· Manage invoice by using Peachtree Accounting system, petty cash funds and daily deposits preparation which actual interactions to bank.

· With direct relation to customer by helping them regarding to their needs and giving them assistance for their inquiries.
· Perform customer verifications process orders, forms, applications and unresolved issues to the designated resources.

	COMPUTER EXPERIENCE

	· OPERATING SYSTEM - MS DOS, Lotus 123, Windows 3.X,Windows 95,Windows 98, Windows 2000, Windows 2003, Windows 2007, Windows Vista,  Windows XP, Windows7.
· SOFTWARE - MS Word, MS Excel, MS Paint, MS Outlook, Front Page, PowerPoint, PC Presentation, Internet Explorer, Java, Adobe, Anti-Virus, Firefox, Pc Networking, Microsoft Works, Windows Media, Windows Fax and Scan, Comm Central, Peachtree Accounting, Epicor ERP Software, Orion Business & Solutions.

	LANGUAGE

	· Tagalog     :     Mothers Tongue
· English      :     Fluent

· Arabic       :     Basic 

· Urdu         :     Basic
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- PERSONAL INFO –





Date of birth: 08.03 1981


Nationality: Filipino


Marital Status: Married 





- ADDRESS –





Flat 104 Bldg.18 Al Baraha Deira Dubai, U.A.E.








- CONTACTS –





+971 50 3756524


+971 50 3282833





- eMAIL ADDRESS –





� HYPERLINK "mailto:sherill_timan@yahoo.com" ��sherill_timan@yahoo.com�


� HYPERLINK "mailto:sherill.timan@gmail.com" ��sherill.timan@gmail.com�


� HYPERLINK "mailto:sj_810982@hotmail.com" ��sj_810982@hotmail.com�
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