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Contact HR Consultant for CV No: 868686
E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
CAREER OBJECTIVE:
To utilize my knowledge, ability, and skills in the actual job situation by performing the tasks enthusiastically.Willing to contribute ideas and efforts for the advancement and success of the company.
EDUCATION BACKGROUND:
Graduated with a Degree in Bachelor of Arts and Science major in
Interdisciplinary Studies, focused on Marketing and Psychology at
University of St. La Salle, Bacolod City, Philippines.
KEYSKILLS:
· Experienced in administrative office works 
· Experienced in customer service and sales 
· Fluent in English; written and verbal 
· Good computer skills 
· Excellent interpersonal skills 
· Quick learner, keen to learn and improve skills 
· Ability to work under pressure 
WORKING EXPERIENCE
Entrepreneur
Demure Online Shop
2015 - 2016 (Philippines)
· Designs handcrafted accessories and have them exhibited at the mall. 
· Direct friendly interaction with customers. 
· Direct communication with supplier for garments from Korea. 
· Runs an online page which serves as an online catalogue for products on hand. 
	Secretary/Helpdesk
	Cofely
	Besix Facility Management

	( Al Ain, UAE ) 2012
	- 2014


· Responsible for organizing and updating important documents in preparation for yearly internal audit at Al Ain site. 
· Directly communicates to HR and Accounting department concerning payroll, vacation leave, and other concerns/ problems of staff that need to be addressed. 
· Communicates to respective engineers, third party contractors, and supervisors for materials needed to finish MEP (mechanical, electrical and plumbing ) complains by clients. 
· Responsible for arranging vehicle checkup for all the vehicles being used at the site. 
· Responsible for arranging requests for reimbursements of expenses made at site. 
· Responsible for paper works needed by Facility Manager and Engineers. 
· Maintained a respectable image being the only female employee at the workplace. 
TSR
Focus Direct Company
2011 (Philippines)
· Worked as Technical Support Representative for Ikano DSL Internet Service account. 
· I was ranked as one one of the top ten agents in the whole account after only 3 months of taking calls. 
· Working with technical account improved my analytical skills in handling challenging problems of clients. 
Sales
X & Y Boutique (Philippines )
2010 - 2011
· Started my own fashion accessories business. I designed, created and marketed my own product. 
Customer Care Representative
ICT Call Center ( Philippines )
2009 - 2010
· Worked for Virgin Mobile account. 
· Have further developed my skill in customer service. 
· Proactively offered upgrade on their plans, thus, developed my skills in sales and marketing. 
Technical Support Representative      Teletech Call Center
2007 - 2009 ( Philippines )
· Worked for Qwest DHL Internet Service account. 
· Provided Technical support regarding internet service. 
Customer Care Representative    People Support Call Center
2006 - 2007(Philippines)
· Worked for Mutual Washington Bank account, one of the top banks in the US. 
· I have done responsibilities of a bank teller, which would include transferring of funds, information regarding cheque and other financial concerns. 
· Working under a financial account had further developed my customer service skill and professionalism. 
Radio Disc Jockey       UMBN Network 92.7 Wild FM ( Philippines)
2005 - 2006
· I have worked for UMBN Broadcasting Network. 
· I further developed my hosting skills. I was also able to sell advertisement airtime during my tenure. 
· During this time I passed the announcers accreditation and officially joined the association of MEDIA in the Philippines. 
Secretary
Philippine Ports Authority
2004 - 2005
· I've worked as Secretary under marketing department. 
· I made sure all the files were in order and made sure inter department memos were properly circulated. 
PERSONAL INFORMATION
Date of Birth : September 23, 1981
Nationality : Filipino
Age: 35
Religion : Buddhism
Status : Single
Visa Status : Long Term Tourist Visa
I can communicate proficiently in English. I am a quick learner, self motivated, and hardworking. I value honesty and integrity.
