Simoun 

Simouon.176045@2freemail.com 
Dear Sir/Madam,

I am writing to enquire if you have any vacancies in your company. I enclose my CV for your information.
As you can see, I have several work experience in office environment, Sales and Medical Industry, giving me a varied skills and ability to work with many different types of people. I believe I can fit easily in to your team.
I am a conscientious person who works hard and pays attention to details. I’m flexible quick to pick up new skills and eager to learn from others. I also have lots of ideas and enthusiasm. I’m keen to work for a company with a great reputation and high profile. Having said that, I would be obliged to have an opportunity to talk with you or someone in your organization to see where my skill set would be of the greatest benefit to your company. 
Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity.
Yours sincerely,

Simoun 
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SIMOUN 
Email Add: 
simoun.176045@2freemail.com 
OBJECTIVE

To obtain a responsible and challenging position with a progressive firm that will utilize my skills/experience and provide growth opportunities.

WORK EXPERIENCE

January 2012 - July 2012



Jindol Hotel Bahrain
Hotel Receptionist
· Meeting and greeting of guests in a friendly manner; inform them on availability of rooms
· Allot rooms and check the identity of the person through valid identity proofs.
· Maintain records of guests and visitors coming in and going out of the hotel.

· Fulfils all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Conduct regular security checks throughout the day and report any security issues to line manager
· Provide reports, as required for night auditing
· Handling guests payments
· Always adhere to all company policies and procedures and licensing laws
· Carry out any other ad-hoc tasks as requested by the Manager
February 2011 ~ August 2011


New Life Home Care

Nursing Assistant  

· Delivering a high standard of holistic care to elderly promoting their equality, privacy and dignity at all times.

· Newly admitted/transferred in patients.

· Patients with ongoing behavioral/psychological problems.

· Patients with physiological problems.

· Accomplishes necessary patient forms/records such as admission, laboratory examination, Trans in/out and discharges.

· Observes drug hoarding when Nurse on Duty administering oral medications.
· Supervises and check patient's grooming and personal hygiene.

· Observes and records untoward signs and symptoms when administering treatments such as abnormalities in B/P, EPS etc.

· Assist overall nursing activities in the patient care unit.
August 2010 ~ December 2010



Sales Agent
Buy and Sell / Car Restoration 
· Established relationships with new customers – Showed customers how to use acquired vehicles after delivery

· Maintained existing customer base thru meeting, emails and phone

· Advised customers regarding payment options and other loans, leasing banking terms

· Negotiated delivery and price variations

· Kept Management daily updated with record of sales and orders – Tracked progress of existing orders by contacting or liaising with suppliers

· Effectively carried out relevant paperwork

· Kept track of quantities of cars on display

· Maintained familiarity with used cars and kept updated about competitor products

· Kept updated on changes in pricing, leasing programs, different incentives, campaigns and tradeshows

March 2010 ~ May 2010



LBC PHILIPPINES

Service Associate
· Accurately and efficiently process customer transactions

· Process all customer transactions in a professional and positive manner

· Execute a customer first attitude towards all clients

· Manages all customer requests and complaints

· Assists, observes, and get feedbacks from the customer on how to improve our service

August 2008 ~ February 2010


Applebee Incorporated
Sales and Marketing Assistant
· Organizes and supervises on-site sales blitz activities to boost incremental sales.

· Initiates and organizes relevant events and sponsorships for potential lead acquisitions and relationship management

· Periodically conducts industry studies, area saturation activities for better market penetration on handled industry classifications.

· Responsible for the preparation of Monthly Sales and Disbursements Report

· Attends to customer queries and complaints.
· Assists in the actual delivery of goods and collection of payments when necessary

· Handles customer accounts through the use of MS Excel to ensure accuracy and currency of payments and outstanding balances.
EDUCATIONAL BACKGROUND
De Los Santos-STI College
                     


Bachelor of Science, Major in Nursing 

June 2004-April 2007
Centro Escolar University, Mendiola
         

Bachelor of Science in Commerce, Major in Business Management

June 2000-March 2004

TRAINING AND SEMINARS ATTENDED

April 2009

Basic Life Support and First Aid Training




Philippine National Red Cross - Rizal Chapter, Pasig City

March 2007

Bioethics: The Battle between the Moral and the Ideal 

September 2006
Sexuality Lies and Psychiatry: A Fundamental Look on Human   Society
VOLUNTEER WORK
· Medical-Dental Mission- Nurse Assistant, United Church of Christ in the Philippines (2007-2009)
ON THE JOB TRAINING / INTERNSHIP
· Victoria Hospital, Marikina City

· Delos Santos Hospital, Quezon City

· National Children’s Hospital, Quezon City
PERSONAL INFORMATION

Birthplace: 
Philippines 





Birthday: 
March 20, 1982


Citizenship: 
Filipino






Civil status: 
Married 





Religion: 
Christian 


Languages: 
English, Filipino

Skills: 
Good Sales Skills, Organized and Focus, Driving, Basic Cardiac Life Support, Proficient in Microsoft Office, Excellent command of English
*Character references available upon request
