
Roshela Flestado
Retail Sales Operations

Manila, Metro Manila, Philippines
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Links

kindeIEn

Languages

gn(lish Ful)entT

Na(alo( FvatiWeT

About

xith l)y)rc retail eyperienCe at HA&vgk anI Ni.anc m Ho', E eyCel in C)stober 
serWiCe, sales s)pport, anI operational e-CienCc' ul)ent in gn(lish anI Na(alo(, EBb 
IeIiCateI to enhanCin( the retail eyperienCe anI aIaptaKle to Wario)s enWironf
bents'

|R&vLS xOR2gL xENA

&|v &MRO |and v'V' HA&vgk A)banso0t SpintaC)lar ka)nIrc A)K

Nhe MoIist Ni.anc m Ho' ViCe Versa Enternational

Experience

General Manager
SpintaC)lar ka)nIrc A)K 1 &pr 9z7J f vow

EnfChar(e o0 oWerall operations, 0orb)lates strate(c to IriWe K)siness 
(rowth, bana(in( people anI estaKlishin( poliCies' Hontrol K)I(ets anI 
optibi8e eypenses' OWersee sta. reCr)itbent anI retention'

Inbound Operations Coordinator
Nhe MoIist 1 voW 9z7• f /)n 9z7q

6 Per0orb all Iesi(ners4WenIor orIer ConDrbations in a tibelc banner, 
to the hi(hest leWel o0 aCC)raCc, CoorIinatin( Ieposit pacbents anI 
)ploaIin( K)c sheets to v&V scsteb FMiCroso0t LcnabiCsT'
6 LoC)bent anI report on the IeliWerc stat)s o0 all p)rChase orIers Kc 
bana(in( Iailc CorresponIenCe o0 assi(neI WenIors'
6 uaCilitate ColleCtion o0 all WenIor IeliWeries, aCtiWelc bonitorin( to enf
s)re binibal Ielacs'
6 Prioritise IeliWeries anI wordloaI to Ke in line with Iepartbent anI 
K)siness strate(c'
6 ResponsiKle 0or all stoCd trans0ers in v&V anI all eyit anI entrc paperf
word St)Iio, gIitorial, Mardetin( anI AeaI O-Ce'
6 xeedlc Wisits to o)r IistriK)tion Centres to liaise with Operations Neabs 
anI resolWe proI)Ct –)eries aCross all areas, inKo)nI, –)alitc, stora(e 
etC'
6 ReCorI anI bonitor WenIor CobplianCe, iss)in( Char(eKaCds where 
appropriate, inCl)Iin( ne(otiatin( late IeliWerc IisCo)nts anI CanCellaf
tions'
6 Monitor anI 0aCilitate the ret)rn o0 0a)ltc itebs, ens)rin( the tibelc 
ret)rn to WenIors anI reCeipt o0 CreIit note'

Operations Assistant
Ni.anc m Ho' 1 Mac 9z7U f voW 9z7•

ResponsiKle 0or aIbinistratiWe anI operations s)pport, word e.eCtiWelc 
with store bana(er, sales pro0essionals anI other teab bebKers to help 
IriWe the K)siness' &ssist store bana(ebent in sales baterial orIerin(, 
sales traCdin(, a0terfsales serWiCe, store eypenses, interf loCations berf
ChanIise trans0er, reports relateI to store operations' S)pport bana(ef
bent to eyeC)te anI ibplebent strate(ies m poliCies'

Commercial Coordinator / Assistant to Director - Fashion 
Division - Middle East & India
HA&vgk 1 LeC 9zzq f /)n 9z7j

� HobberCial HoorIinator m &ssistant to LireCtor 1 uashion LiWision 1 
9zzJ ueK : 9z7j /)ne 
� Sales &Ibinistrator 1 xatCh m uine /ewellerc LiWision 1 9zzJ ueK : 9z79 
LeC
� AR &ssistant 1 L)Kai Mall ula(ship store 1 9zzq LeC : 9z7z LeC

HR Senior Coordinator
&|v &MRO |and v'V' 1 &)( 9zz• f voW 9zzq
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6 S)pports AR Mana(ers 0or Koth O)tso)rCe m 5&g vational ebplocees 
thro)(h IoC)bentation, CoorIination anI 0ollowf)p on a ran(e o0 AR 
aCtiWities
6 &ssist ebplocees in ’oinin( 0orbalities, Wisa proCessin( re–)irebents 
anI AR relateI in0orbation'
6 SCheI)les interWiews m CoorIinates with Wario)s reCr)itbent a(enCies 
Koth loCallc anI oWerseas'
6 Prepares anI iss)e ebplocbent ContraCt anI oKtain neCessarc apf
proWals'
6 Mana(es m Constantlc )pIate AR MES 0or aCC)rate heaICo)nt'
6 ProWiIes 0eeIKaCd to line bana(ers on reCr)itbent pro(ress'
6 Prepares ebplocee Dle, NgHOM Wisa appliCation 0orb anI 0orwarI IoCf
)bents 0or Wisa proCessin(
6 &Ibinisters xorlIfHheCd to e.eCtiWelc sCreen new ebplocees 0or pof
tential risd relatin( to bonec la)nIerin(, terrorist DnanCin( anI other 
tcpes o0 risd'
6 Prepares anI iss)e Wario)s AR lettersG ConDrbation, inCrebent, warnf
in(, Kon)s, terbination, trans0er, salarc CertiDCate anI eyperienCe letter'

Executive Secretary / Sales & Distributions Coordinator
ViCe Versa Enternational 1 voW 9zzU f /)l 9zz•

Sales m ListriK)tions HoorIinator
6 Mana(es (eneration o0 –)otation, sales a(reebent, inWoiCe m reCeipt'
6 Lata entrc in v&VESEOv scsteb, ens)re C)stober Dles are Cobplete'
6 HoorIinate with partner o)tlets CoorIinator 0or trainin( sCheI)le anI 
terbinal installation'
6 HoorIinate with uinanCe 0or partner o)tlets penIin( inWoiCes4pacf
bents'
6 Mana(es online re–)est anI ens)re CarI IeliWerc within 9j ho)rs'
6 ProWiIes (eneral s)pport to Sales Neab

gyeC)tiWe SeCretarc
6 &Ibinisters sCheI)le anI appointbent o0 Mana(in( LireCtor'
6 SenI )pIates anI CorresponIenCe to ShareholIers'
6 Mana(es ebplocee Dle, Wisa appliCation anI other AR relateI batters'
6 OWersee o-Ce appearanCe anI re–)irebents, proWiIes aIbinistratiWe 
s)pport'

Sales Administrator
A)banso0t 1 voW 9zz3 f OCt 9zzU

6 Hreates sales leaIs, or(ani8es Client s Iata anI ContraCts'
6 Prepares bardetin( baterials 0or the presentation o0 |LMs'
6 &Ibinisters iss)anCe o0 inWoiCes, traCd m 0ollowf)p pacbents'
6 OrIer aCCess decs on the portal, Create )ser aCCo)nt, K)ilI )sers trainf
in( plan'
6 enerate weedlc, bonthlc anI ann)al reports'
6 HonI)Cts installation o0 ekearnin( Co)rses on Client s site anI per0orb 
trainin( to all )sers'
6 Mana(es inWentorc o0 all bardetin( baterials, teChniCal e–)ipbent m 
ekearnin( CarIs'
6 &ttenIs to a0terfsales anI aCt as Drst line o0 teChniCal s)pport'

Education & Training

9z9  f 9z9j Philippine Christian University
|aChelor o0 SCienCe in Real gstate Mana(ebent, Real gstate

9z97 f 9z99 Philippine Christian University
Master o0 |)siness &Ibinistration, |)siness &Ibinistration

7JJU f 9zzz Manuel L. Quezon University
|aChelor o0 SCienCe in Hobp)ter SCienCe ba’or in En0orbation Scsteb, 
Hobp)ter SCienCe


