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U.A.E Driving License            

I am seeking a position with a stable company with room for growth and opportunity for advancement.
PROFESSIONAL EXPERIENCE
Position: - S3TAR Program Coordinator- Technical Education and Skills Development Authority (TESDA)-COKE, Talisay City, Neg. Occ. Philippines
From           January 2013-December 2013
Job Profile:


· Organize or schedule Provincial Local Convergence Team (LCT) meetings per recommendation of Provincial Director

· Organize and conduct the Training Induction Program

·  Ensure that the trainings are being conducted in an orderly and timely manner by: (a) Preparing the training materials ahead and distribute to the trainers; (b) Preparing the training kits for the trainees and distributing it to respective trainer teams; (c) Coordinating training venues with the LCT; and, (d) Prepare training schedules for each of the trainer teams. 

· Prepare the following reports and encode to the database facility provided for the Program: (1) women profiles from Scholar Application Forms and the photos of women participants and their store; 

Position: -U.A.E Defense Project-Assessment Coordinator cum Receptionist, Knowledge Point/Al Shaheen Adventure, Zayed Military City, Shahama Abu Dhabi 
From            August 2008 - September 2012
Job Profile:


· Doing registration works in Assessment and Feedback for Presidential Guard Unit Armed Officers
· Greet and Escort the clients throughout the process

· Setting up timetables for different groups of job candidates, Coordinating their schedules and activities and tracking progress and result.

· Cover and support members of the admin support team as and when required
· Administering the MTQ 48(Mental Toughness Assessment Tool) to client
· Ensure Armed Forces Assessment results confidentiality is maintained throughout the department and they meet the contractual obligations.

· Performs data entry
Position: - Guest Service Center Agent/Telephone Operator
                DAR Al Sondos Hotel Apartment by Le Meridien, Dubai

From           November 2006-August 2008
Job Profile:
· Informing the Airport Representative for the additional pick-up and cancellation of booking
· Receiving Guest Complaints from the rooms and informing the maintenance and the housekeeper for the guest needs
· Taking messages from the callers and giving it on time 
· Connecting Telephone Lines from the departments to outside and answering telephone calls as per Le Meridien Standard
· Informing major complaints to the Front Office Manager & Duty Manager
· Confirm the Flight booking of the Guest
· Take temporary post when Receptions is unavailable to report on duty

Position: - Receptionist
                  Philippine Seven Corporation, Rockwell Power Plant Makati City,
                  Philippines
From          September 2002 – July 2006
Job Profile:

· Responsible for customers inquiry 

· Answer incoming calls and forward calls to appropriate personnel or department
· Encodes data to the computer

· Stock inventory and Creates reports, memos and other documents
· Deposit cash and cheques collection daily to the bank

On Job Training

· Pharmacy Assistant, Dr. Pablo O. Torre Memorial Hospital, Bacolod City, Philippines

From

       August 2014- October 2014

Job Profile:


· Assist the Pharmacist in preparing the medication prescribed by the doctors

· Receiving and analyzing prescription

· Doing Stock Control

· Maintaining the cleanliness of the pharmacy

· Pharmacy Assistant-MIMS Pharmacy, Bacolod City, Philippines

From

         December 2013-March 2014 
Job Profile: 

· Check expiry dates and rotates stock

· Organize all documentation and medicines for checking by pharmacist

· Select pre-packed stocks from shelves under direction of pharmacist

· Bank Clerk/Data Encoder

(March 2002-May 2002)
RCBC Savings Bank
Bacolod City, Neg. Occ., Philippines
Educational Qualifications
· Pharmacy Technician, Year Oct.2012-Oct.2014

Riverside College-Dr. Pablo O. Torre Memorial Hospital, Bacolod City, Philippines
· Graduate of Bachelor of Science in Computer Science-Graduated Year 1998-2002

AMA Computer College, Bacolod City, Philippines
Awards and Workshop
· Best Service Professional, Dar Al Sondos Hotel Apartment by Le Meridien, Dubai, U.A.E- During Customer Service Week Celebration
October 15, 2007.
· Goal Setting Workshop-Knowledge Point, Abu Dhabi -Nov. 2011
Skills
· I am aggressive in achieving results in a team, well organized 
· Excellent in Customer Service, Administrative and Computer skills in Microsoft Word,  PowerPoint and Excel

· Prioritize and effectively manage time
· Had worked and associated with different nationalities.

Personal Data
Date of Birth
:  March 28, 1981

Citizenship
:  Filipino 


Civil Status
:  Single
Sex 

:  Female 
Languages
:  English, Tagalog, Knowledge of basic Arabic
Visa Status    :  Visit 

