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PROFESSIONAL PROFILE

Seeking to pursue a highly rewarding career in a challenging position as a receptionist/secretary/office assistant where I can maximize my organizational skills in a challenging environment, thus achieving a high degree of work efficiency.
CAREER SUMMARY

December 2013 – May 2015

RECEPTIONIST cum CUSTOMER SERVICE AGENT





Oasis Nursery School, Dubai

Duties:

· Deliver excellent customer service, at all times
· Answer all the queries of the client.
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

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

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Schedule appointments.
· Contributes to team effort by accomplishing related results as needed.
· prepare correspondence and documents

· receive and sort mail and deliveries
· maintain appointment diary either manually or electronic
· monitor and maintain office equipment

· control inventory relevant to reception area
August 2012 – April 2013

RECEPTIONIST





Busco Sugar Milling Company, Philippines

Duties:

· Answer telephones and give information to caller, take messages, or transfer calls to appropriate individuals

· Complete forms in accordance with company procedures

· Greet visitors and caller, handle their inquiries, and direct them to the appropriate persons according to their needs.

· Schedule and confirm appointments for clients, customers or supervisor

· Accepted letters and packages delivered to the front desk and distributed to appropriate staff
· Coordinated maintenance of the front desk reception area equipment, furniture, lighting, applications and brochures.

· Maintained a neat, tidy and pleasant appearance of the reception area.

November 2011 – June 2012

CLERK/ RECEPTIONIST






Shinsung Company, Philippines

Duties:

· Monitor daily activities in the office and informed the manager of any issues  among staff.
· Maintains materials such forms, office supplies, report and operated office machines.
· Maintains security by following procedures; monitoring logbook; issuing visitor badges
· Answers phone calls, provide customers support and routing the phone to contact people.
· Assists with outsource Human Resource duties as assigned and performed administrative functions as needed.
· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

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

June 2002 – March 2008

SCHOOL REGISTRAR/ TEACHER





Irene B. Antonio College of Mindanao, Philippines

Duties:

· Prepare reports such enrolment, promotional, employment and help the school ass the guideline for scholarship grants.
· Develops and implements extension programs to provide information, education and technical assistance to students.
· Participate activities both inside and outside the school.
· Maintaining up to date classroom display
· Teaching within the designated subject areas
· Responsible for taking care of transcript request, maintain schedules, prepare documents, and inform higher-level administrators of possible upcoming issues.

Seminars Attended during the Employment

· Considering the Child at the Centre of Learning
· Enriching Play for Under 3’s
· Environment that Provoke Learning
· Fire Fighting & Prevention Methods
· Paediatric First Aid
· Human Resource and Skills Development Conference and Exhibit
· Effective Enterprise -  Based School Management
SKILLS:

· Ability to handle several situations at once with confidence.

· Knowledge of Microsoft Office and the operation of standard office equipment
· Telephone Skills, Verbal Communication  

· Listening

· Supply Management

Personal Detail:

Nationality
: Filipina

Date of Birth
: April 6, 1979


Education
: Bachelor of Science in Education
Gender

: Female
