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CAREER  OBJECTIVE:

To work in a rewarding and demanding establishment which would fully utilize my knowledge and skills. Keen to learn and adapt to the new work environment efficiently.
QUALIFICATIONS: 


• 2 years of extensive experience as a Receptionist promoted to secretary in Dubai UAE in a CCTV auditing company (third party of DPS -Dubai Protective Systems) Now handling Customer service specializing Dubai Police hotline
• Highly skilled in performing front desk, clerical and support duties
• Proficient in developing and maintaining filing systems and inventories
 Highly skilled in greeting guests professionally
• Well versed in managing multiple line phone system and handling multiple incoming calls
• In-depth knowledge of directing visitors to the right person
• Committed to provide exceptional customer service to clients and coworkers
• Excellent knowledge of administrative and clerical procedures
• Adept at giving accurate and detailed information to visitors and callers
• Able to handle difficult clients tactfully 
PROFESSIONAL  EXPERIENCES: 

Office Receptionist ( Promoted to Secretary/ Customer Service Representative Handling Dubai Police Hotline)
SAS (Security Advisory Services) – Zaabel Road Montana Building Al Karama, Dubai UAE

March 2013- Present (March 31, 2015 – end of contract)

• Handling Dubai Police Hotline

•Coordinating with Dubai Police regarding the updates of the system

•Receive and relay telephone and fax messages appropriately
• Greet clients as they come in 
• Making CCTV Report/ Encoding and checking

• Assisting clients preparing the reports to be collected and releasing the CCTV report

• Deliver excellent customer service, at all times

•Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail
•Administer all reports, cancellations and schedule of inspection

• Making letter sending mails

• Making daily and monthly report 
• Receive and distribute mail
• Maintain filing system and inventories
• Assist in planning meetings by providing administrative support
• Respond to queries put forward by customers
• Monitor use of supplies and replenish as and when needed
• Assist the Operation Manager and other staff as directed

Call Center Representative

Wipro BPO Cebu Business Park, Cebu City

August 2012- Feb 2013

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.

· Handling irate customer professionally

English Teacher

CELLA-10th floor LUYM BLDG Plaridel St.Cebu City Philippines
May 2012 -  July 2012

• Classroom management;

• Planning, preparing and delivering lessons to a range of classes and age groups;

• Preparing and setting tests, examination papers, and exercises;

• Marking and providing appropriate feedback on oral and written work;

• Devising, writing and producing new materials, including audio and visual resources;

• Attending and contributing to training sessions;

• Participating in marketing events for the language school;

• Preparing information for inspection visits and other quality assurance exercises;

• Freelance teaching on a one-to-one basis;

• Basic administration, such as keeping student registers and attendance records.
Education 

Bachelor in Tourism Management 

University  of  San Carlos (Cebu, Philippines) 
2008 – 2012
