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OBJECTIVES:

· To actively participate in an ever growing organization wherein the primary goal is achievement of quality services with hard work, determination, and perseverance  leading to clientele’s/customer’s  satisfaction and welfare,

· To develop my acquired knowledge and God-given intelligence and skills in the field I have chosen and desired, 

· To build my concentration in a community driven with excellence that promotes professionalism, loyalty, integrity, goal setting and work ethics of the workforce.

Education:










· Professional Education Units – King’s College of Marbel, Inc.,



South Cotabato, Philippines (earned 28 units in education)
June 2011- October 2011

· Master of Arts in Teaching English as a Second Language, 
Sultan Kudarat State University (SKSU) (earned units)

April 2011 – May 2011
· Bachelor of Arts major in English, King’s College of Marbel Inc.       2008 – March 2011

STRENGTH:

· Competent, hard-working and self-motivated that has the ability to work even under pressure with less supervision,

· An effective language (ENGLISH) communicator both written and spoken
with interpersonal skills,
· Excellent in Microsoft Office Programs ( Excel, Word, Publisher, Outlook)

· Demonstrates positive-thinking, enthusiasm in/at work,

· Well-mannered, respectful, cooperative and supportive to clienteles and colleagues,
· Shows dedication, loyalty and commitment to work,
· Possesses Good Leadership and Training Skills, 

· Possesses the value of acceptance for corrections and criticisms.
PROFESSIONAL EXPERIENCES:
1. Company
: EMIRATES FIRE FIGHTING EQUIPMENTS - Dubai

Position

: Secretary/TeleSales Officer

Duration/Place
: February 2015 – March 2015
· Company deals with all fire fighting, fire alarm systems equipments with installation, testing & commissioning, DCD Approval transactions
2. Company
: SINYAR ELECTROMECHANICAL WORKS, LLC

Position

: Site Secretary/Receptionist/Office Secretary/Document controller
Duration/Place
: January 2013 – January 2015
· The company deals with electrical, mechanical installations and total MEP package

 (drainage, fire fighting, fire alarm/emergency lights, water supply)

CLIENTS & PROJECTS Handled:

· MADISON RESIDENCE (ASTOR & COLUMBUS) – Nad Al Shiba, Dubai, UAE

Client: 

DAMAC PROPERTIES

Consultant: 

CONIN Consultants

M. Contractor: 
DARWISH Eng. Emirates

· PARK CENTRAL at BUSINESS BAY, Dubai, UAE: Client: 

DAMAC PROPERTIES

Consultant:

CONIN Consultants

M. Contractor: 
CIVILCO
· G + 6 AL WARQAA BLDG. – Al Warqaa 01, Dubai, UAE: Client: Mr. Hassan Abdullah Bahri
Duties and Responsibilities as SITE, Office Secretary/Document Controller:

· Data and document controlling and filing, segregating,
· Coordinating with main contractor and project consultants regarding rectifications 
· Filing of bid documents, contracts, subcontracts, and purchase orders of the company,
· Maintaining daily site work progress and attendances,
· Maintaining calendar and distribute correspondences and prepare documents,
· Assisting project manager and other engineers in document handling over of projects,
· Coordinating with private and government agencies for project permits and testing and commissioning schedules, inspections,  (DEWA, Civil Defense, ETISALAT,Du)
· Preparing Handling-over documents,  invoicesand LPOs  for suppliers,

· Preparing tender quotations for new projects.
Duties and Responsibilities as a Receptionist:
· Maintaining safe and clean reception area by complying with procedures, rules, and regulations.

· Answering telephone calls and inquiries, sending and receiving faxes,
· Following-up of emails, faxed documents and letters,
· Replying to emails and faxed letter  as per instructions - (most important – least important)
· Directing visitors by maintaining employee and department directories; giving instructions.

· Maintaining safe and clean reception area by complying with procedures, rules, and regulations.

3. Company

: DINSOURCE INT’L ICT SOLUTIONS
Position

: Call Center Outsourcing Agent
Duration/Place
: October 2011 – April 2012/ Philippines
Campaigns
: Medical Apparatus Survey (USA)

: Mortgage/Financial Survey ( CANADA)

Duties and Responsibilities:
 as Call Center Agent: 

· Exhibits a professional attitude, diplomacy,and an ability to handle difficult situations with customers,
· Ensures quality service to customers,
· Guarantees  clear communication with clients,
· Upholds gracious and polite communication with clients,

· Implements a clearly established policy in work,

· Listens and responds to customer complaints/concerns,

· Monitors customer satisfaction.
· Shows knowledge in campaign areas
Personal Data:

· Nationality:  


Filipino

· Visa Status:


Visit Visa
· Date of Birth: 


June 29, 1989

· Marital Status:


Single

· Age:



25 yrs.old[image: image1.png]



