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Objective:

I am loyal, hardworking and reliable person who is seeking for a challenging career that would develop my potentials in line with my degree and experience where I can be a tool for the Growth, Development and Change in a Multi-National and Dynamic Establishment.

· Proficient in English language.

· Computer Proficient (Microsoft Word, Excel, PowerPoint)
· Proactive, honest and hard worker.

· Excellent Communication Skills with relevant experience in Customer Services

· Ability to communicate articulately with people.

· Ability to work under pressure and can work in fast pace environment.

· Can work effectively with less supervision.

· Ability to handle multiple tasks and deadlines.

Experience:

Feb. 2013 to Feb. 04, 2015                                   White Dove General Trading L.L.C.  Dubai U.A.E.
Secretary cum Reception
Duties and Responsibilities:

· Attending all the official calls. Transferring lines for the General Manager. Maintain, Organized and update all Client contacts and documents.
· In charge in preparing petty cash report.

· Responsible in keeping and maintaining and updating records of employees, in charge in encoding and updating reports required by the head office, such as the monthly attendance and leave applications.
· Compile, copy, sort and file records of office activities, business transactions and other activities.

· Complete and mail bills, contracts, policies, invoices or cheques.

· Operate office machines, such as photocopier and scanners, facsimile machines, voicemail systems and computers.
· Arrange bookings such as flights and hotel bookings for the GM.
· Performs other task that may be assigned.
March 2009 to March2012                                                             800 Pizza        Dubai U.A.E.


Call Center Agent/Cashier/Waitress 

Duties and Responsibilities:

Call Center Agent

· Greet customers and provide them with excellent customer service.
· Attends to customers calls.

· Take down orders from customers and there address and assist them from the menu via phone call as well as suggesting items/food from the menu.

· Handles customer complaints, gives directions to customers.

· Conducts surveys for company feedback.

· Responsible on attending reservations and bookings.

Cashier

· Responsible in Cashiering and maintaining higher sales on products.

· Receive cash.

· Monitor stocks availability.

Waitress:

· Present both food and beverage menus to guest.
·  Suggest menu options, appropriate beverages, and answer question regarding menu.
·  Make recommendations to entice the guests. 
· Accommodating the needs of the guest, by taking the order and serving orders to their designated tables. 
· Trainings:

· Flair tending workshop ●Values formation seminar ●Work basic training for Student-Trainees ●Food handlers seminar

· 100 Hour Finishing course for Call Center Agents ●Customer Service and Public Relations Seminar

Education:

College

Name of Institution

:
Lourdes College
Location


:
Capistrano St.  Cagayan de Oro City






Philippines

Field of Study


:
Hotel and Restaurant Management
Level



:
Bachelor’s / College Degree

PERSONAL INFORMATION

Age: 28 years old   





Date of Birth: July 7, 1986

Nationality: Filipino





Gender: Female

Marital Status: Single





Visa Status: Residence/Employment

Permanent Residence: Philippines




Hiring Status: End Contract/Immediate

References & Supporting Documentation Furnished Upon Request

