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Myrasol
Email: 
   myrasol.71343@2freemail.com 
CAREER OBJECTIVE:

                To gain and enhance my skills to an environment that will encompasses and strengthen my qualification, to do more challenging work as a competitive worker and support all activities that concern with the attainment of the company goal.
EDUCATION:

1995-1997               Nutrition and Tourism Hotel and Restaurant Management    

                                    Centro Escolar University Malolos City, Philippines  

2008-2008               Certificate of Completion of Computer Operation & Application to Windows                                                                                                                             Ermida Computer Tutoring and Services Course

QUALIFICATION SUMMARY:

· More than 4 years experience in office environment in Dubai, United Arab Emirates (U.A.E.).
· Able to relate well to the public, in person and on the telephone. Diplomatic, tactful, creative, discreet, flexible, resourceful, dependable, well-organized, friendly, emotionally mature and professional.
· Strong ability to work effectively with multiple supervisors, balance and prioritize multiple requests. Attention to detail, dutiful respect with my superior co-workers and clients

· Capable and practiced in handling complex and/or multi-faceted tasks


· Knowledgeable in office (clerical / secretarial) and time management.
· Good organizational skills. Computer literate - well-versed with Windows, word processing (preferably MS Word), spreadsheets (pref. Excel) and database management.
SKILLS:

Ms-Word, Ms-Excel & Ms-PowerPoint, Microsoft Access, Internet  & E-Mail, 

Microsoft Outlook

EMPLOYMENT HISTORY:

1. RECEPTIONIST                                                             KIEL’S COMPUTER RENTALS

                                                                                         December 2012 – Present

                                                                                         Maysantol, Bulakan, Bulacan, Philippines

Job Description:

· Provide excellent customer care.

· Maintain cleanliness and orderliness of the place.

· Keep accurate records of logs and inventories of the shop.

· Time customers of the number of minutes or hours they will use the computer or internet.

· Assist customers when they have trouble or questions using computer software such as
Microsoft Office, Adobe software and all software that are being used.

· Provide services such as encoding, printing, scan, fax, downloading, CD burn, ID lamination and all other operations provided.

· Primary knowledge of computer maintenance and software installation.

· Knowledgeable on popular online and LAN games.

· Downloading and installation of new games and updates.

2. FOLLOW UP CLERK                                                    CPMC MANAGEMENT & CONSULTANT                                                                 
                                                                               November 22, 2009 – December 2012
                                                                                                   Al Barsha Business Centre, Dubai, 
                                                                                                   United Arab Emirates (U.A.E.)
Job Description:
· Typing up management reports, minutes, draft correspondence, etc.

· Opening, sorting and categorizing all incoming information to the department and getting it to the appropriate people.

· Processing all outgoing communication in the forms of emails, letters or any other forms of communication.

· Duplicating, filing, recording and logging of data shared between departments.

· File management as well as filing of quotes, invoice & receipt.

· Maintain database and attendance report.  
· Monitoring the holiday request of the staff in our department.
· Responsible in the reception wherein I am attending and supervising all incoming visitors and documents.

· Completes all monitoring and tracking tools that accompany each of the projects.

· Studies, understands and applies all client specifications on the project

· Scheduling appointments, meetings, reservation, etc.

· Answering busy multi-line phone, providing information and processing messages.

· Arranging travel tickets.

3. SALES REPRESENTATIVE               

          CMMC MARKETING MANAGEMENT
                                                                                               October 30, 2008 – October 21, 2009
                                                                                               Deira, Dubai, United Arab Emirates (U.A.E.)                                                                                
  Job Description:

· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors;
· Focuses sales efforts by studying existing and potential volume of dealers Identifies product improvements or new products by remaining current on industry trends, market activities, and competitors; 
· Submits orders by referring to price lists and product literature;
· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses;
· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Recommends changes in products, service, and policy by evaluating results and competitive developments;
· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management;
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies;
· Provides historical records by maintaining records on area and customer sales;
· Contributes to team effort by accomplishing related results as needed.

PERSONAL INFORMATION:

Nickname                  :              Mhy

Height                         :              5’4 “

Weight                        :              57 kgs

Status                          :              Married
Citizenship                :             Filipino

Hobbies                      :             Reading and watching movies

REFERENCE:

                                                                     Available upon request
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