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An experienced administration professional seeking for a challenging new role as an Administrative Receptionist /  Secretarial /  Clerical position where I can contribute and strengthen my skills as an efficient and reliable team member.
SUMMARY OF QUALIFICATIONS
· Experienced administration professional within the recruitment, teaching and customer service industries

· Recruitment – experience in the search and mapping of companies or entities in different industries , along with recruitment support for partners and consultants from CV formatting to coordination between clients and candidates 

· Retail – training and management of new employees and experience with retail operating systems 
· Teacher training - lead and trained new teachers about school operational procedures and guidelines 
· Proactive, flexible and a team player
· Excellent communication and organizational skills
· Proficient in written and spoken English

· Advanced user of various IT applications including all Microsoft Office & Adobe programs, Sales Force and retail POS Systems 

PROFESSIONAL EXPERIENCES

Cielo Talent FZ LLC, Dubai

Administrative Receptionist

27 October 2014 – Present (7 months) 
Responsibilities:
· Reporting directly to the HR & Administration Manager & partners 
· Administration support to partners including arranging travel, diary management and ad hoc duties as required 

· Search and market mapping support – e.g. search for list of companies / entities, contact numbers and person in-charge for information update

· Support to executive search teams,  RPO consultants, and other business divisions with their requirements from which ranged from arranging meetings with clients and candidates, CV formatting, presentations and proposals, screening calls and ensuring that they are connected to the correct person / department 

· Management of the general email addresses of which there were two, ensuring they were checked on a daily basis and the emails were forwarded onto the relevant person.  

· Office management support – managed the day to day facilities of the office and maintenance and dealing with contractors as and when required from call outs, arranging access permits through to work completion.  

· Ensured common areas in office premises are equipped with required office supplies as appropriate 
· Reception management – based at main reception, was first point of contact for visitors and callers who were greeted in a professional manner and assisted with any general business & operations information if required.   
· Screening of daily phone calls to the correct department and / or designated person as well as relaying and / or taking messages if the person is not available at the time of call.  Call management from the screening and transferring of calls to the relevant person to message taking and assistance general callers 
· General office administration – office stock control of all sundries including stationary, cleaning products, utensils and all other regular office supplies, arranging couriers 
· Observe confidentiality and professionalism in dealing with fellow employees and third parties including but not limited to clients and candidates
· Any other ad hoc duties that the management team may require
Fidgets Holdings Pte Ltd., Singapore

January 2012 – August 2014 (2 years, 8 months)
Customer Service Executive, January 2014 - August 2014 (8 months)
Retail Service Associate, January 2012 - December 2013 (2 years)
Responsibilities:
· Plan and manage reception area for a smooth daily operations of the store and make sure all system computers are working and keeping the reception area neat and tidy

· Handle telephone and walk-in enquiries from customers about store operation hours, entry rates and facilities offered 

· Deal with customers directly either by face-to-face, electronically, or telephone and responding to customer inquiries promptly
· Assist other team members to ensure quick and efficient service to meet customer expectations and respond to customers complaints and resolve issues promptly

· Achieving target sales through play entries, merchandise and party sales

· Ensure daily sales settlement such as cash or credit card payment are accurate and tally in the POS system

· Manned cash registers, performing tasks such as counting money, separating charge slips, coupons, and vouchers, balancing cash drawers, and making deposits
· Assist in procurement procedures like stock-taking, ordering and replenishing supplies for accurate inventory 

· Providing customers with exchanges, refunds, discounts, coupons, or other offers related to their retail store account activity
· Performing customer verifications, processing orders, applications, forms, and requests
· Resolve customers' service or billing complaints by performing activities such as exchanging merchandise, refunding money, and adjusting bills and check to ensure that appropriate changes were made to resolve customers' problems
· Perform with all other ad-hoc duties assigned

TEACHING EXPERIENCES

Spring Brainy Kidz Child Care Centre, Singapore



Child Care Teacher, Toddler - Nursery 2

May 2011 – January 2012 (9 months)
Paco Catholic School, Manila, Philippines




Preschool Teacher, Kindergarten Level

June 2008 – March 2011(3 years)
Responsibilities:
· Planned and implemented activities to meet the physical, emotional, intellectual and social needs of the children in the program

· Organize and lead activities designed to promote physical, mental, and social development such as games, arts and crafts, music, and storytelling
· Provide a variety of materials and resources for children to explore, manipulate, and use, both in learning activities and in imaginative play
· Plan and conduct activities for a balanced program of instruction, demonstration, and work time that provides students with opportunities to observe, question, and investigate
· Carried out daily routines and established a well-disciplined and positive atmosphere in the classroom

· Supervised and guided assistant teachers and volunteers for daily routines and activities

· Teach basic skills such as color, shape, number and letter recognition, personal hygiene, and social skills
· Administer standardized ability and achievement tests, and interpret results to determine children's developmental levels and needs
· Establish and enforce rules for behavior, and policies and procedures to maintain order among students
· Observe and evaluate children's performance, behavior, social development, and physical health
· Instruct students individually and in groups, adapting teaching methods to meet students' varying needs and interests
· Confer with parents or guardians, other teachers, counselors, and administrators to resolve students' behavioral and academic problems
· Maintain accurate and complete student records, and prepare reports on children and activities
· Kept parents informed of program expectations, program activities and their child’s progress

EDUCATION AND CREDENTIALS
University of Santo Tomas, Manila, Philippines





Bachelor of Elementary Education


Major in Early Childhood Education, 2004-2008

Licensure Examination for Teachers



                

Board Passer/ License No. 09961676, 2008

International Publication 




      

      

Horizons, not Boundaries, are the Language of Retirement: 
Sense of Fulfillment, Fears, and Life Trajectories of 

Faculty Extendees in the Philippines, 2008

