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OBJECTIVE 


I am highly motivated responsible, and hardworking person known for being flexible, fast learner, honest and friendly, I am seeking a position that can fit to my qualification to where: I can bring my immediate value and strength and to perform my duties and responsibilities as an employee of the organization.

JOB EXPERIENCED AND DESCRIPTION:
SALES ASSOCIATES

New City Commercial Center

Palawan, Philippines

June 1999 to July 2000
· Attend to customers inquiries promptly with a professional and service oriented attitude as well as recommend product and services to meet customers need.

· Brief, compile and arrange all the necessary documents and prerequisite requirements for the compliance of the transaction.

· Responsible in building good relationship in potential clients and maintaining goodwill in existing customers.
LOAN OFFICER

Taytay sa Kauswagan Inc. (TSKI)

Micro Finance Company NGO

Palawan Branch: Philippines

July 2008 to April 2010

· Implements the company project plan in accordance directive sets,

· Conduct a regular monitoring reports and evaluations of clients per financial inputs and outputs.

· Prepare and submits regular monthly status report.

· Supervise and provides technical consultancy and training assistance.

· Prepare summary loan request and responsible in all filling legal documents.

· Prepare summary loan request and legal documents.
· Acts as Liaison between the organization and the beneficiaries and to perform other related task assigned.
ABROAD

· Nanny cum Housemaid

Doha, Qatar - September 2012 to present

· Nanny cum Housemaid

Damascus, Syria – May 2010 to February 2012

· Waitress (Café Ceramique)
Dubai, U.A.E – March 2005 to November 2006

· Housemaid

Abu Dhabi, U.A.E – March 2001 to February 2003
EDUCATIONAL ATTAINMENT:

Two Year Office Management with Computer
1997-1999
Palawan Technological Institute

Puerto Princesa City: Palawan, Philippines
Skills:
Secretarial course, Office Management Personal Development and Public Relation, MS Excel, MS Access, MS Word, Marketing.
· Training Attended:

Call Center Agent

ACS (Advance Contact Solution)

August 8-25, 2007
