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Raiceil
Raiceil.235188@2freemail.com 

OBJECTIVE

I am looking for a position where I can maximize my customer service skills, call handling, oral and written communication skills and develop personal effectiveness.

________________________________________________________________________

WORK EXPERIENCE:

ANOC Management Consultancy

Suite 1908, Level 19 Churchill Executive Towers Business Bay, Downtown Dubai - United Arab Emirates, (October 2014 to date)

Sales Executive

· Handle inbound/outbound sales call for Busywheelz, offering service for selling cars (cold calls).
· Handle customer service/assistance in selling cars, handle inquiry from potential buyers.
· Negotiate the terms of an agreement and close sales.
Marketing (HR &Recruitment)

· Work as a Lead Generation Specialist/Recruiter. Source and Handle calls for clients who wanted to work with our Staffing Firm
· Screening of the resumes, assessing candidate’s credentials and qualifications.
· Sourcing candidates from various recruiting sources like job portals, Employee referrals, internal database, headhunting and web posting.
· Daily reporting to the Managing Director.
· Conducting preliminary interviews with candidates to ascertain their competencies, skills and aspirations (based on work, position, salary and relocation etc.)
· Organizing interviews for candidates as requested by the client.
· Preparing CV's and correspondence to forward to Client.
· Collects feedback from the client and candidates.
· Building good relationship with the Clients and candidates.
· Promoting company services through telesales.
· Close all requirements within the turnaround time agreed with the client.
· Calling clients from the given database (cold calls) and Send out company profiles and marketing flyers
· Constantly keep a flow of lead generation and appointments.
Admin/Secretary

· Assist in Client relationship management – introduce the Company to prospective clients.
· Negotiate with Clients regarding the recruitment process.
· Interview applicants for open positions.
· Answer phone calls, send emails, fax and maintain Client records.
24/7 Philippines Incorporated

Philippines, December 2012 – August 2014

Mobile Retention Agent:

· Handling enquiries about mobile plans
· Handling cancellation request for mobile plans
· Retaining customers who are cancelling mobile plans
PSG Global Solutions

Philippines, October 2011 – November 2012

Senior Recruiter/Lead Generation Specialist:

· Sourcing candidates for different job requisitions
· Screening candidates who qualify for the job
· Handling inbound and outbound calls from candidates and clients
· Sourcing companies who wanted to work with our staffing firm
· Conducting preliminary interviews with candidates to ascertain their competencies, skills and aspirations (based on work, position, salary and relocation etc.
Advanced Contact Solutions

Philippines, August 2010 - September 2011

Transfer Agent/Reorganization Agent:

· Handled inquiries about stocks and company merger/acquisition
· Dealt with buying and selling of stocks
· Handled inquiries about legal transfer of stocks/shares
· Assisted as floor support when needed.
Alorica Incorporated

Philippines, July 2007- May 2010

Secretary cum Admin Officer:

· Maintained accurate, up to date comprehensive and confidential files and records.
· Coordinated and managed multiple priorities and projects on a timely basis.
· Answered busy telephones, directed and routed calls, and scheduled appointments.
· Uncommon ability to work well with public and effectively deal with angry, irate or disgruntled clients.
· Assist in the implementation of the day to day requirements of the company which includes preparation of documents, handling collection invoices.
· Assisting Managing Director in day-to-day correspondence/work.
· Preparing agendas for the Executive Board meetings.
· Respond to route items not requiring Assisting Managing Director’s attention in accordance with specific instruction and standard procedure.
· Maintain logs and records of office activities; compile information for regular or special reports from logs and records maintained; maintain office budgetary records and process related forms in accordance with standard procedures. Diary management, scheduling & attending meetings, conference calls and events.
· General secretarial functions like fixing appointments/meetings, preparing reports & presentation, handling visitors, etc.
· Handle hotel booking and travel arrangements.
· Check emails addressed to the Assisting Managing Director in his absence and replies to them if required.
· Prepare LPO’s for stationeries and other office needs. Follow-up on the same email till the requirements are fulfilled.
· Create and distribute Minutes of Meeting, create memos, circulars and maintain
records for all incoming & outgoing correspondences.

________________________________________________________________________

PROFESSIONAL SKILLS:

· Proficient in Microsoft Office (Word and Excel)
· Fluent in English
· Excellent communication and interpersonal skills
· Good time management
· Good leadership skills
· Driven and Career-oriented
· Analytical and problem solving skills
· Effective organizational skills
EDUCATIONAL ATTAINMENT:

NURSING LICENSURE EXAMINATION Passed: December, 2007

Tertiary: Central Luzon Doctors' Hospital Educational-Institution

Course: BS Nursing (May, 2007)

MOST RECENT SEMINAR ATTENDED:



Philippines

Advanced Leadership Course Foundations of Leadership Excellence Seminar



Philippines

English Proficiency



Philippines

Philippine National Red Cross and First Aid & Basic Life Support



Philippines

PERSONAL DATA

Date of Birth: July 26, 1981

Gender: Female

Civil Status: Single

Citizenship: Filipino

Place of Birth: Manila, Philippines

