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ROSANNA EDEP ADION

Mobile: 050-8489624

Ajman, UAE

Email Address: Pinkrosedestiny_207@yahoo.com
	OBJECTIVE



To share my skills and knowledge in the working environment with the best of my ability and to further enhance my skills and experience.
	WORK EXPERIENCE



March to Present

Follow Up  Clerk

Al Zaabi Garments Textile Trading L.L.C.

Ajman, U.A.E.

Responsibilities:

· Handle of customer calls of customer queries
· Maintains a daily log of calls received

· Handled Petty cash

· Entertain & explain to customer what they need to know regarding the service they are about to acquire

· Prepares invoices & LPO of the company
· Preparation of Quotation
· Preparation of Statement of Account every month

· Perform  other duties as may be assigned 

May 9, To Feb 14, 2010 
Office Assistant 

Solitaire Solar International F.Z.C.

Ajman Free Zone, Ajman, U.A.E.

Responsibilities:

· In charge of the company’s switch board, screen calls and forward queries to concern person.

· Prepares quotations and send to customers.

· Prepares correspondences and keeps records of the Company files/documents
· Make sure that the reception area is clean and orderly so it is a pleasant place for client to wait.

· Keep appointments book accurately field in. make sure appointments are entered with the name, phone number and exact procedure.

· Data entry, filing documents and other miscellaneous clerical tasks such as making Quotations and Local Purchase Order.

· Greet everyone coming into the office with a smile. Be friendly, warm and make everyone feel welcome.

· Provide all administrative / Clerical support to the management and other staff.

· Updating clients databases as well as sending emails and Quotations.

February 8, 2008 to April 2009
Secretary

Al Baz Real State

Old Gold Souq, Karama, Ajman UAE

Responsibilities:

· Courteously answer phone calls from clients and help them to meet the requirements.

· Keep all in coming calls and be responsible for transferring calls and message getting to the appropriate person. 

· Facilitates the need and inquiries of the visitors

· Archiving and filing of documents

· Provide customer satisfaction by effectively providing solution for service issues.

· Provide information to different client and maintain office confidentiality. 

· Holding file and records

· Perform other duties as may be assigned

April 25 2007 to August 10, 2007
Sales Associate  

New City Commercial Center, Philippines

Responsibilities:

· Assigned at ladies department

· Assist and attends to customer needs

· Ensuring high standards for quality customer service besides responding to customer complains and comments.

· Responsible for day-to-day selling clothes and accessories to achieve maximum profitability and grout in line with company vision and values.

· Provide customers with the complete service and enjoyable shopping experience    to maximize sales.

· Responsible in preparing the customer needs

· Keeping the store clean and organize at all times making sure that clothes and accessories are displayed and arranged properly.

February – August 2006

Cashier

SSG Supermarket, Philippines

Responsibilities:

· Assigned at cosmetic department

· Accountable in remittance

· See to it that each payment receive is reflected on the cash register and that corresponding official of registered receipt is issued to the customer

· Prepares summary report presenting the total numbers of the guest.

June 2005 

Tour Guide

El Mundo Travel and Tours, Philippines

Responsibilities:

· Guide the tourist from town proper to underground river

· Assist the guest transfer from van to boat and vice versa

· Gives some facts and important things about Palawan and underground river to the guest

· Entertain and attend the guest needs and serve some refreshment on the guest while at the lounge.

· Facilitates the needs and inquiries of the customers.

· Perform other duties as may be assigned.

May – September 2005 

Front Desk Officer

Lola Itang Pension and Restaurant

Responsibilities: 

· Answering phone calls

· Attends to the guest's needs

· Responsible handling accounts

· Booking and reservation of the guest

· Supportive and organized.

	SKILLS



Proficient in Microsoft Word and Excel

	EDUCATIONAL BACKGROUND




Bachelor of Science in Tourism

2001 – 2005

Palawan State University

Palawan, Philippines

	PERSONAL INFORMATION


Date of Birth
 
: September 7, 1984

Age


: 25 years old

Sex


: Female

Nationality

: Filipino

Civil Status

: Single

Religion                       : Born Again Christian

Visa Status

: With NOC

Language Spoken
: English, Basic Japanese and Mandarin
