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JOCELYN 
Al Rigga Dubai, U.A.E

Email add:  Jocelyn.149008@2freemail.com 
	Objective



Looking forward to take up a challenging and responsible position in reputed firm where opportunities exists for innovation knowledge and professional growth in order to secure a career where I could drawn-up on expertise in different area.
	Qualifications


· Excellent verbal and written communication skills

· Working knowledge on MS Office applications with average typing speed, Internet

· Plans and organizes work effectively to meet established guidelines.
· A positive and enthusiastic attitude and a sense of humor

· Discretion with confidential or sensitive materials

· Manages multiple priorities

· Familiar with multiple computer applications

· Ability to communicate well, both written and verbally, with co-workers, vendors and suppliers

· Work effectively under tight deadlines and pressures
	Employment History


CAREER OVERVIEW:
Casino Filipino 
Lending Company
Cebu city Philippines
2012 -2016
· Monitor and maintain the computer systems and networks
· Collecting and reminding clients payment on time 
· Respond to phone calls and address customers' concerns professionally

· Take full responsibility for dealing with customer complaints and queries.
· Escalate issues to the management and ensure that all the issues are resolved within the given time frame. And prepare and update daily reports for the management.
· May be required to visit out-of-office sites, on a necessary basis only.
Online Shopping  Business
Online shopping owner (beauty products,bags and apparel for ladies)
Bulacan Phillippines

2003 – 2012
· Setup the supplies before executing the job orders.
· Prapare safely and effectively for production processing.

· Ensure that products maintained in good and safe working condition.

· Respond to phone calls, emails and address customers' concerns professionally.
· Communicate with the shipping and deliveries of the items. Scheduling appointments, arranging meet ups.

· Develop relationships with suppliers in order to resolve delivery and quality concerns.

HeartBeat Mega KTV
Front Desk Personnel
Quezon avenue Quezon city Philippines

1998 - 2002
· Welcoming guests with smile and respect.

· Communicate with the booking, housekeeping, and maintenance departments to ensure promp responses to guests needs.

· Make reservations or appointments to guests who wants to avail

            Themselves  of local entertainment or services.
· Answer guest calls and record details of each conversation for future follow -up.

· Meet and exceed guests expectations by anticipating the services they might require and suggesting local venues.

· Maintain constant communication with guests and other in-house events to ensure we’re prepared for them.

· Report any accidents or injuries to senior management staff immediately.
Mc Donald’s Food Corporation

Service crew

SM mall north edsa Quezon city Philippines

1994 - 1998

.
· Welcome customers as they come into the restaurant

· Help customers to take their orders

· Clean all tables after clients have left and get such tables prepared for the next set of clients

· Process customers’ orders and generate their bills

National Kedney Institute

Telephone Operator (summer job)

East avenue Quezon city Philippines

March 1994 – May 1994
· Answer incoming calls.

· Places outgoing calls

· Provide paging services for hospital premises

· Knows what action to take when an emergency call is required.

	Educational Background


VOCATIONAL

:
September 2008 – March 2009






Caregiver (NC2 passed)






St .Augustine School of Nursing


TERTIARY


:
1994 – 1998






4th year AB Mass Communication (Undergraduate)






New Era University






Commonweath avenue Quezon city

SECONDARY


:
1990 – 1994





New Era University






Commonweath avenue Quezon city

Primary



:
1984 – 1990





Old Balara Elementary School






Tandang Sora Quezon city

	Personal Qualities


Independent-minded and very capable at multi-tasking; can easily adapt and adjust to different kinds of people, situation and environment; thrives on challenges and pressures; genuinely interested in meeting people and gaining friends.

	Personal Data


Date of Birth

:
April 12, 1978
Age


:
39 

Height


:
5’4”

Weight


:
110 lbs

Nationality

:
Filipino

Civil Status

:
Married

Dialect Spoken

:
Filipino and English

	References


Available upon request.

I hereby certify that the above information is true and correct in behalf of my knowledge.
Very Truly Yours,

Jocelyn 
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