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CAREER OBJECTIVE :-
To be able to seek long term employment in a reputable organization where I can utilize my experience, knowledge and qualifications to prove myself a valuable asset and make a productive, effective, growing and profitable career.
WORKING EXPERIENCE :-
· 3 YEARS OF SECRETARIAL AND ADMINISTRATION
· 3 YEARS AS CALL CENTER AGENT 
· 12 YEARS OF MEDICAL EXPERIENCE
2010 – Present         Technosat Trading LLC – Dubai, UAE 
        Profile: Satellite Company / Channel Provider
Position: Receptionist / Customer Service / Admin Secretary / Sales (Promoter)
Job Description:

Receptionist / Customer Service  

· Assisting on customer’s satellite receiver inquiries. 

· Greets every walk-in customers with a smile and welcomes them to our showroom.

· Handle customer’s complaints and make sure that they are properly attended.

· Educating customers on how to get their Smart Cards work.

· Attending telephone calls and handle inquiries with good telephone manners.

· Sending and receiving packages via courier.

       Admin Secretary

· Typing and composing business correspondences, memos, reports, agreements, contracts independently and sign routine correspondences.
· Receive/send emails regarding sales, technical trouble shooting, company’s events, invitations and others.

· Receiving, reading and screening Incoming and Outgoing: Emails, Faxes and Post Mails.
· Sorting employee’s personal calls from business calls of company’s telephone bills.

· Assisting and supporting company exhibitions and Sales & Marketing promotions.

· Organizing and maintaining filing systems for all confidential business records, reports, contracts/agreements, correspondences and other related issues.
· Handling broad responsibility in the office independently and assists/coordinates with employee’s work related issues/problems.

· Procurement of office equipments and office furniture.

· Handling travel and hotel arrangements and reservations.

· Assist and organize office party arrangements as per the budget.

· Placing order and controlling the general office stationery supplies and pantry items.

· Manages everything in the office and make sure that all equipments are working properly and in good maintenance as well.
· Preparing quotations, proforma invoices and commercial invoices etc.

      Promoter/Merchandiser

      ▪     Sell our Satellite Receivers in Al Barsha Lulu Hypersupermarket

      ▪    Convince the Customer of our good products and create a sale.
      ▪    Call our Customers and influence them to avail of our good Promotion for renewal of Pay TV channels.
       Personnel/PRO

· Other Administration duties including maintaining personnel records, leave records etc.

· Helps motivate and manage team in the office.
· Processing leave applications and related matters.
· Directing and preparing legal papers such as Trade License, Power of Attorney, Agreements, Contracts, Trademark Registration, Car Registration etc.
COMPETENCIES :
- Ability to adapt quickly to challenges and changing environments 

- Responsible and can to multi-tasking job and very active with positive outlook
- Ability to speak with people with confidence and proper gesture 
- Ability to handle queries and customer complaints 

- Ability to persuade and negotiate with customers

- Strong customer service oriented

- Can work on own accord and with minimal supervision 

- Have an aptitude to learn new concepts and acquire new skills with the growing trend 

- Diligent, honest, energetic, creative, resourceful and has keen eye for details 

- Team player, self dedicated and committed

- Fast learner and at the same time a good listener 

- Excellent interpersonal  and negotiation skills

- Computer literate: MS Office, Internet and Emailing 

- Shares and promotes ideas how to develop and improve work place

· Monitoring the renewal of employment visas, visit visa extensions, passports expiration, car registration etc.
      Accounts

· Processing of utility bills payment (Etisalat and DEWA). 

· Assist in the accounting department on their filling, postings, and deposits cash/cheque(s) to our company’s bank.

· Submits payroll to the bank with the company accountant and company Driver.

· Tracking the employee’s attendance for payroll purposes
· Assisting during company’s yearly Audit such as preparation of Bank Confirmation, Account Receivable and Accounts Payable Confirmation from Suppliers and Customers.
· Handling petty cash fund.
Sales Organizer

•     Call all Dubai and Sharjah Installers/Electronic Shops and convince them to push our Technosat Products.

•     Organizer a training for the Technicians/Installers and made  them attend my seminars in Batches.

•     Create Sales by talking to the shop owners and opening the door for a better business with them.

Stream Global Service - Philippines (2009)            

Profile: Call Center / IT – Enable Services / BPO

Position: Customer Service / Technical Support Representative

Job Description:

· Assists on billing inquiries, and post  their credit card payments on their account. 

· Providing television channels and troubleshooting receivers of the clients through the phone.

· Educating customers on using their remotes to be able to view their favorite shows on their high-density televisions. 

Sykes Asia - Philippines (2008 – 2009) 

Profile: Call Center / IT – Enable Services / BPO

Position: Customer Service Representative (Hotels.com)

Job Description:

· Entertaining guest’s complaints such as bad experience with the hotels, rude personnel, agent error in the booking, wrong charges made, misinformation etc.
· Resolving the problem of the guests with an extra mile and empathy.
· Modifying the dates on the reservation and check any availability as per client’s requirements or booking cancellations.
· Communicating with the front desk or the manager for refunds of the customer’s unused nights on the reservation’s or early checkouts.
· Coordinating with the hotel's reservation department about the guest’s preference i.e. type of room, bed, smoking/non-smoking and any other special request.
NCO–RMH - Philippines (2006 – 2008)
Profile: Call Center / IT – Enable Services / BPO

Position: Sales Support Coordinator (Inbound & Outbound Sales Agent)
Job Description:

OUTBOUND SALES AGENT : (Sprint Network Account)

· Receiving calls and making sales through their queries. 
· Providing clients a better deal for their present phone plan where they can save and have a new phone as well.
INBOUND SALES AGENT : (Sprint Network Account)

· Creating new account of the customer for a business or individual account.
· Carrying out a credit check to determine how many phones the customer can avail.  
· Upgrading the phones and providing the customer’s another unit.
· Discussing the features of the phones and the plans of the customers.
· Offering the customers a broadband connection cards for their wireless internet access.
· Attending several updates for our sprint account training.
PROFESSIONAL
QUALIFICATIONS :

1994 - Post Graduate Diploma

MEDICINE – Virgen Milagrosa University, Phillippines 
1987 – Bachelor’s Degree 

MEDICAL TECHNOLOGY – Manila Central University  

 Visa Status: 
    Employment Visa
 Languages Known:
    English:      Excellent

    Tagalog:     Excellent

    Arabic  :     Basic 

