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PERSONAL INFORMATION

Place of Birth: San Jose Dulag Leyte Philippines

Date of Birth: Nov. 17,1987

Citizenship: Filipino

Sex: Female

Status: Single

CARRER OBJECTIVE

           To find a challenging work to meet my competences, capabilities, skills, education and experience.

EMPLOYMENT HISTORY

 2006-2009           EXECUTIVE ASSISTANT

                            TUPPERWARE BRANDS PHILIPPINES



 (Formerly known "Sara Lee Direct Selling Phil")




Taft Avenue,Manila
DUTIES AND RESPONSIBILITY
· Listening to customer requirements and presenting appropriately to make a sale.

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.

· Acting as a contact between a company and its existing and potential markets.

· Representing company at trade exhibitions, events and demonstrations.

· Making accurate, rapid cost calculations and providing customers with quotations.

· Attend team meeting and sharing best practice with colleagues.

2012-PRESENT            PRIVATE TUTORIAL




Doha, Qatar

ADMINISTRATIVE SKILLS

· Writing up reports and correspondence

· Accurately typing information into computer base

· Undertaking general office duties

· Accurately taking messages and then distributing them to recipients

· Professional telephone manners

· Excellent grammatical & spelling skills

KEY COMPETENCES

· Advanced level of experience with MS Office (Word, Excel, Power point)

· Reliable and punctual will always turn up to work on time

· Able to work under pressure and meet deadlines

· Strong written and oral communication skills

EDUCATION
2000    -    Pinamitinan Elementary School   (Grad)



Pinamitinan, Marabut ,Samar Phil.

2004   -    Bolusao National High School   (Grad)


BolusaoLawa-an Eastern Samar Phil.

2006   -  Computer Secretarial   (Grad)



J.E Mondejar College Foundation



Tacloban City

2008   -  Bachelor of Science in Nursing (Undergrad)

                     Philippine Womens University


         Malate, Manila Philippines

PERSONAL TRAITS

· Highly motivated and eager to learn new things

· Ability to work as individual as well as in group

INTERESTS

· Internet Surfing

· Adventure Sports

· Travelling 

· Social Service

STRENGTHS

· Honest

· Hard Working

· Optimist
