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Position Desired: Receptionist cum Document Controller

____________________________________________________________________________________________________________
Objectives:

Seek a varied position that will allow me to expand my knowledge and provide opportunities for personal and professional growth.

Work Experience:


Trainee Receptionist cum Design Planner


10th September 2013 to 5th December 2014


JRBL Construction Company

 Cavite, Philippines
Job Responsibilities:
· Answering visitor inquiries about the company.
· Direct visitor to appropriate contacts.

· Responsible for incoming and outgoing calls.

· Responsible and handling incoming and outgoing mails.

· Responsible for designing spaces inside buildings, banks &residential.
· Works with architect on layout of rooms, design or renovate spaces to meet client standards.
· Enhance the function, safety, and aesthetics of architectural spaces.
· Choose color palettes.
· Plan / Design architectural works.
· Submit drawings for approval and to ensure that the design meets building codes.
· Draw up floor plans and sketches.
· Responsible decorating of external work design.
· Designs furniture arrangement.
· Coordinate work schedules.
· Assisting the architect assistant who carry out their plans and perform administrative tasks.
· Providing Quantity take – off using AUTCADD.
Computer Background:

· BASIC AUTOCADD 2013.
· Microsoft Office (Word,Excel,Power Point).
· Drafting an Architectural Work Plans Manually.
Qualification/Skills:

· Capable to Design Manually.
· Ability to learn and work under pressure.

· Ability to resolve problem swiftly and independently.

· Perform multiple tasks quickly and efficiently.
Educational Background:
Bachelor of Science in Architecture( 3 and 1 / 2 year)


June 2009-2013

College: Technological Institute of the Philippines
Secondary: Manggahan High School 



                March 2009
Personal Information:

Nationality:







Filipino

Birth date:







August 17, 1992

Civil Status:







Single

Visa Status:







Visit Visa

