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  CURRICULUM VITAE


Objective : To work and commit myself in a prestigious company that believes in my utmost dedication of professionalism and to achieve personal growth as well, and be able to share my knowledge and skills in helping to attain its goals and objectives towards its successful operation.



· Outstanding customer service skills

· Excellent interpersonal and communication skills

· Enthusiastic, self-motivated – good solo and team player

· Ability to maintain high levels of accuracy under pressure

· Knowledge in MS Office, Internet/E-mail

· Works accurate and with eye for detail


(A) Worked with Aqua Sweet Company (Supplying Water Bottles) as a

      Receptionist / Sales  Coordinator from  Dec 2006 to June 2008.

· As a Receptionist I was handling incoming and outgoing calls, receiving guests.

· To increase the sales by convincing the walk inn customers.

· Taking residential and business orders and making sure of delivery of water bottles by coordinating with sales team.

· Preparing daily, monthly and annual sales report and performs administrative task to the department.

· Attend to telephone inquiry for new clients and liaise the information to the sales executives.

· Keeping records of Storage Room and handling the Inventory

· Petty cash and Record/File Custodian

· Coordinates with the head office of all the happenings in the branch

· Responsible for invoicing orders and consolidating the daily sales report to the management.

· Performs related duties as required or assigned in a professional, effective and confidential manner.

(B) Presently working with SAWAEED EMPLOYMENT L.L.C as Tutor from                            

      Sep 2008 until now.

· To educate primary school kids.

· To help the kids in completion of their home work.

· To encourage the kids in order to get good results in academics by tutoring.

· To help the kids in improving English (Verbal & Written).

· To boost the kids to participate in different extra curricular activities.

· To improve  the personality of the kids by giving them right education.


Graduated as Bachelor of Elementary Education with concentration in English

on march 31,2005.


· Training attended for 6 months  with Caregiving NC11 Organization (Philippines) which is related to Care giving. (August 2006 t0 February 2007)

· Got First Aid Training Certificate by attending a training held at PNRC De Oro City, Philippines and the session was for 32 hours. (October 2006)

· Attended Training on Basic Life Support (Cardio Pulmonary Resuscitation training for healthcare providers) at PNRC Cagayan De Oro City phil. (December 2006)


· Microsoft Office (Proficient in computer software such as MS Office, spreadsheet, MS Excel and MS Power Point presentation)

· Internet surfing

· Typing speed of 30 – 35 words per minute


Birthday

:
20 Sep, 1984

Height           
:
5'2”

Weight   
          :
98 Lbs.

Civil Status

:
Single

Nationality

:
Filipino


Language

:
English and Filipino

Hobbies                :        Music and watching movies
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