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CAREER OBJECTIVE:
    

   
Seeking a long-term opportunity within the business community that offers good opportunity and training where my professional experience, education  skills and ability would be advantageous to the growth of my employer , my learn and myself.

 ______________________________________________________________________________________________

QUALIFICATION SUMMARY
 

 I was exposed to making business effectively and on how to properly deal with clients. I am no longer a stranger to high-pressure situations with proven situations, with proven ability to work well under minimum supervision to resolve and achieve goals and objectives.

 

This experience and background, skills and qualities are big contributors why I am so dependable as far as my work is concerned.

 

· College degree with Industrial Psychology emphasis.
· Excellent communication skills
· Ability to work well under pressure

· Ability to get along with diverse group of people 

· Proven ability to manage a complex organization in a multitasking environment.
· Staff Recruitment and Training.
· Admin Works.
CAREER HISTORY
Mashhoor Engineering Consultants

RECEPTIONIST
Ettihad Road, Al Nahda 1, Dubai UAE

June 15, 2008 till Present
Administrative tasks:
· Greet people and direct them to contacts or service areas.
· Obtain and process information required to provide services.
· Operate switchboard or telephone system.
· Answer, screen and forward telephone calls.
· Record and relay information.
· Schedule and confirm appointments.
·  Send invoices and Receive and issue payments.
· Perform clerical duties, such as filing and sorting and distributing mail.
· Tidy and maintain the Office.
· Dealing with courier services.

· Ordering Office Supplies
· Photocopying and printing various documents.
·   Converting Files.
·   Basic AutoCAD
· Renewing Trade License
TROPICAL HUT FOOD MARKET INC.
RECRUITMENT AND TRAINING CLERK
74 EliscoRoad,Kalawaan Sur, Pasig City, Philippines
April 17, 2006 – October 06, 2007








 

Recruitment tasks:
 

· Responsible to all aspects of recruitment and placement of contractual and full timeEmployees.
· Conducts Initial interview of Applicants to different branches of Tropical hut.

· Assigned in attending Jobs Fair in different Cities/Municipalities.

· Responsible in Hiring full-time and part-time employees like accounting clerk, general 
· Clerk, Service crews, cashiers, janitors and others

· Conducts orientation of newly hired employees.

· Monitoring employees who end of contract every month.

· Provide general information to the applicants regarding the process of their Application.
______________________________________________________________________________________
 KEY SKILLS:  Knowledge of administrative and clerical procedures, Knowledge of computers and relevant software applications, Office Management, and Internet, Team work, and coordinating.
EDUCATIONAL ATTAINMENT
 

          BACHELOR OF SCIENCE IN PSYCHOLOGY
          University of Rizal System- Rodriguez

          March 27, 2006

 _____________________________________________________________________________________
PERSONAL AND ADDITIONAL INFORMATION:

 

          Nationality:

     Filipino

          Civil Status:         Married
          Visa Status:                                EmploymentVisa

