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Shiela 

Mobile: Whatsapp +971504753686 / +919979971283 
Email
:  shiela.169320@2freemail.com 
PROFILE SUMMARY

A self-directed learner, eager to learn new things and can communicate effectively in a cross-cultural environment, reliable, trustworthy, confident and committed to professional standards.

SKILLS AND COMPETENCIES

· Organization and prioritization skills

· Effective and efficient office management

· Proficient in MS Office Applications

· Committed to delivering high level of customer service

· Excellent staff and customer relations

· Multitasking

PROFESSIONAL EXPERIENCE

Customer Service Assistant

Justmop.com DMCC                                                        June 2015 - Nov. 2017

· Actively monitors orders placed by Justmop up to completion

· Answering inbound calls from Cleaning Company Partners and acting on the pending issues

· Proactively liaising with cleaning companies to ensure orders run smoothly

· Taking the necessary actions to improve the customers experience

· Assess, investigate and resolve customer complaints and queries on the spot

· Effectively communicate with clients via telephone or email

Coordinator/Admin Assistant

Diamond Wings Travel & Tourism/Blueberry Touch Cleaning Co. June 2013 - June 2015

· Assist clients inquiries

· Receive and direct visitors and clients

· General clerical duties including photocopying, fax and mailing

· Handle requests for information and data

· Resolve administrative problems and inquiries

· Prepares daily schedule of the crew’s assignment and coordinates with them and the client for proper monitoring

Accounting Clerk – Part Time

Don Bosco School - Sta. Mesa, Manila, Philippines
Sept. 2008 to Jan. 2009

· Responsible for handling various cash and check payment transactions 
· Monitor student accounts for non-payment and delayed payment of tuition fee and other miscellaneous accounts
· Handles parents/students inquiry and provides assistance wherever possible

· Responsible for filing student records and other office documents

Child Care Provider

Private Residence – Cairo, Egypt
Aug. 2001 – Apr. 2008

· Coordinated and organized recreational activities that encourage education and constructive progress both inside and outside the home

· Inspire and give confidence to child’s development and responsible for the total comfort of child at the same time as parents were on duty

· Create a fun, secure, inspiring and nurturing environment to ensure appropriate quality provisions

· International travels with the family 

Accounting Clerk

Don Bosco School – Sta. Mesa, Manila, Philippines            Oct. 1999 – July 2001

· Coordinates with different department involve in the enrollment process

· Prepares student’s ledger upon registration

· Handled students accounts and follow up outstanding balances 

· Responsible for collection of daily cash transactions and balance all transactions at the end of the day for cash reconciliations

Secretary/Office Assistant

St. Francis Transport System, Inc. – Cainta, Rizal, Philippines
Feb. 1996 – Sept. 1999

· Oversee all aspect of general office coordination and perform duties assigned by Manager

· Provided support to the manager in the planning and executing of all complex activities and tasks as well as recruitment of drivers, booking tickets and hotel accommodation

· Maintain confidentiality in all aspects of client, staff and other information

· Responsible for handling corporate and individual customer account, collection of payment and issue receipts

· Setup and coordinates meeting with clients

· Supervise drivers and ensure proper coordination with clients during conventions and seminars

· Contributed to the company’s growth by proposing and implementing long term lease of vehicles to Meralco and Kephilco.

Clerk/Encoder

Fiberglass Dept.-Victorias Milling Co., Inc. Victorias, Philippines
Feb. 1990 – Oct. 1995

· Encodes daily man-hour labor and materials used for costing

· Responsible for the preparation of timecard and timesheet for payroll of contract workers 

· Prepares inventory report of finished products

· Files customer ledger and other office documents

· Coordinates with Sales and Marketing Department in Trade Fairs and Expo

ACADEMIC QUALIFICATIONS

University of Negros Occidental-Recoletos, 


October 1990

Bacolod City, Philippines   

Bachelor of Science in Commerce – Major in Business Management

TRAININGS  

Filipino Digerati Association – President Hotel, Karama, Dubai, UAE

· Office Management
Jan. to March 2013

· Accounting for Non-Accountants
Sept. to Nov. 2012

· Core Computing
April to July 2012

Informatics Institute-Mandaluyong City, Philippines
· Telemarketing (Call Center Training)
July 2009

LANGUAGES SPOKEN

· English
- Written/Spoken
Fluent

· Tagalog
- Written/Spoken
Fluent

REFERENCES

To be provided upon request
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