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	Objective
	To secure a challenging position with a dynamic organization which will enable to apply my education, experiences, creative skills, utilize my communication skills to the benefit of the company.

	Personal Qualities
	· Can fluently communicate with others in English at any level

· Goal Oriented and with good attention to details

· With a high degree of responsibility and integrity

· Enthusiastic and Goal Oriented

· Outstanding Customer skills and excellent Customer focus.
· Willing to go training in accordance to the fulfillment of the company

	Professional Experience

Oct. 23, 08 - Present


	Green Island Real Estate Broker

Secretary cum Accounts Assistant
Salary: 4,000.00AED
· Responsible in receiving faxed messages, answering inbound calls, E-mails, Voicemails from Clients, Partners etc.

· Coordinating with the Managers, Partners, Property Consultants and Clients regarding documents that are needed for the sale.

· Receiving Payments and providing receipts to the clients.
· Handling daily monitoring of all 3 bank accounts

· Issue cheques for Agents commission
· Issue cheques for employee salary

· Sending out sales invoice

· Coordinating with couriers, travel arrangements and ensuring that the front office is maintained

· Handling Petty Cash expenses

· Handles all the documents in the office (contracts, commission agreements, floor plans and project details, employee file and sales documentations)

· Act as collections agent for 3 Off Plan towers of Almasah International.

	Professional Experience
April 2007-Sept. 2008


	Citigroup Business Processing Solutions Ltd. Pvt.
Makati, Philippines

Customer Service Officer

· Responsible in answering inbound calls from other country to assist a customer that is not satisfied with the service provided by the Representative.
· Sell different credit card services offered by the bank

· In-charge in filing documents for tracking purposes (signed memo, meeting attendance, signed monthly goal agreement) 

	Professional Experience
April 2006-April 2007

	Lake Washington Communications or ifloor
Makati, Philippines

Claims Representative cum Secretary  

· Responsible in receiving faxed messages, answering inbound calls, E-mails, Voicemails from Customers, Suppliers and Couriers
· Coordinating with the District Managers, Store Managers, Store Staff and Couriers on how we can expedite a delivery and what are the possible options to solve an issue.
· Processing all kinds of payment in order for an order to be placed.
· Coordinating with couriers, travel arrangements and ensuring that the front office is maintained
· Handling Petty Cash expenses

	Skills
	Computer literate

· Microsoft Word, Microsoft Powerpoint, Microsoft Excel, Microsoft Office and Internet surfing.

· Typing Speed- 50-60 WPM

· Fluent in English and Pilipino

· Trained to deliver an Excellent Customer Service

· Knowledgeable in receiving and sending fax and 

      E-mail

	Educational Attainment
	2002-2006 Philippine Normal University
Bachelor of Science in Elementary Education Major in General Science with 15 units in Reading as a Specialization

1997 2002 Juan Sumulong Memorial Junior College
Secondary Education

1991 1997 Rosario Ocampo Elementary School
Elementary Education


