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Cris Pasquil Gantalao
Al Gharaffa Doha Qatar 
Email : gantalao.cris@yahoo.com 
Mobile :+974 55153703
PROFESSIONAL EXPERIENCE 
Company: M. H. Alshaya 
Position: Supervisor/Manager on Duty
Year Started: September 6,2012 until present 

Personal profile:

· Highly skilled and experienced supervisor with a keen interest in being part of evolving, challenging and positive work environment. 
· I love doing exercise as part of my routine, cooking, listening to good music and reading historic literature and watching documentaries and sports


Key Responsibilities:
· Create and monitor staffing schedule and rotations
· Duty Manager when managers are on off duty
· Assisting the General Manager in generating weekly business report and budget tracking documentation.
· Sending closing reports to the management team 
· Enforce our company policies and procedure
· Right hand to the store management team to ensure operational excellence.
· Sets sales targets to all team members in a daily basis 
· Perform administrative office works 
· Assist customers and troubleshoot customer service issues 
· Coordinate and oversee the planning, organizing, and delegating of work among staff.
· Brand audit champion
· Record employee attendance, vacation and sick leave via electronic attendance platforms.
· Maintaining company administrative records and ensures accurate completion of daily, weekly and monthly administrative duties.
· Maintain accurate petty cash records, prepare reimbursement summary reports and arrange additional replenishments if required. 
· Control and order office supply according to office needs.
· Maintain and apply Baladiya and Ministry documents as required by country law and audit compliance.
· Facilitate training for new joiners and staff training and development.
· Facilitates staff assembly meeting every quarter or as needed.
· Communicate to the Head Office for RPID renewal, exit permit request, Health Certificate renewal, stationary request, petty cash, marketing materials and other concern that involves the head office team.
· Coordinate with finance for any variances and discrepancies 
· Maintaining up-to-date training records of all employees.
· Coordinate with mall management regarding maintenance work permits.
· Dealing with email enquiries
· Look after the admin team to ensure stationary request and inventory are up to date
· [bookmark: _GoBack]Supervising the admin team and dividing responsibilities to ensure performance
· Manage phone calls and correspondence


Skills
· 
· Master in POS 
· Basic Arabic Speaker
· Excel
· Power Point
· Word
· Outlook



Core Competencies:
· 
· Operation Management 
· Administrative work 
· Conflict Management
· Decision-making
· Delegation
· Coaching
· Customer Service 
· Team player
· Focusing on performance and growth
· Communication skills


Certificates`:
· Level 3 PIC Food Safety Training Certificate with Merit
· Train the Trainer Certificate
· MVP award for 2015 and 2016.
· Currently taking up the course of Professional Document Control Management System with Aconex

Awards and Accomplishment:

· Part of the UK training team for new openings in England and Wales. Trained new staff for brand expansion in 2015 and 2016.
· Shining Star awards for generating sales targets and giving outstanding customer service May 31,2015
· Store Ambassador September 19,2014

Company: MH Alshaya
Sales Associates: OAISIS (support)
Duties and Responsibilities

· Maintaining the presentation of the sales floor, products, signage, and displays.
· Discussed type, quality and number of merchandise required for purchase
· Involved in setting up promotional displays, such as posters, mannequins, window displays, display cases, and general seasonal presentation materials
· In charge of maintaining the quality of the store’s presentation. 
· Refolding clothes and maintaining a neat and tidy store front
· Knowledgeable of the product’s specifications, price, function, and how it compares to similar competing products
· Persuading customers to buy a product

Academic Achievement:

Tertiary 

Bachelor of Science in Business Administration 
major in Human Resource Development Management
University of San Jose Recoletos-Cebu
Cebu City Philippines
SY 2017-2018


Secondary

Secondary High School Graduate
Mandaue, Cebu City, Philippines
SY 2002-2003
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