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OBJECTIVE
To deliver friendly, efficient customer service and to create a warm and welcoming atmosphere for our entire customer, with the key aim of retaining and attracting new customers.
QUALIFICATIONS & SKILLS
· Over 4 years experience as receptionist and cashier in giving excellent customer service.
· One (1) year experience in sales and data entry.
· Knowledgeable in most windows based applications such as Microsoft PowerPoint, Excel, Word, Outlook and Internet applications.
· Can manage a team to meet goals or deadlines.
· Flexible to changes and willing to learn and to be train.
· Positive Personality and have the ability to work with others.
· Able to work on time and with little supervision.

· Can handle assigned tasks independently and responsibly.
WORK EXPERIENCES
RECEPTIONIST AND CASHIER                     RESTAURANT 

MIRDIF CITY CENTER, DUBAI, U.A.E    
APRIL 21, 2010 – APRIL 21, 2015
Jobs Description:
· Welcoming guests or clients and introducing restaurant menus and specialty foods
· Accept bookings for special events, family party and outside orders.
· Receive or take orders and bill out transaction.
· Making report for the sales of the day and whole month report income of the restaurant.
· Stocks Inventory and submit report to the manager.
· Deposit money to the bank.
· Answer telephones, direct calls and take messages.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities. 
· Enter transactions in the cash register and provide customers with the total bill.
· Process credit card and check payments
· Train other staff members to work as cashier
SECRETARY 



ARAQUEL LAW OFFICE                                       
KORONADAL CITY, PHILLIPPINES
OFFICE SECRETARY
MARCH 15, 2008 - APRIL 20, 2009
Job Description:
· Encode customer’s information and rendering clerical expertise.
· Receive complaint, case and notary stamp.
· Answer telephones and doing fax reports for the customers
· Manage files/folders, compile records and manage financial records and light bookkeeping activities in the law office.
· Manage inventory of office supplies and assist in organizing office activities
· Scan incoming mail for recipient information
· Handle outgoing mails by sealing envelopes and placing stamps
· Proofread records and reports for accuracy
SALES ASSOCIATE


WOMEN’S WEAR
KCC MALL OF    MARBEL, PHILLIPINES

MARCH 16, 2005 – MARCH 15, 2006

Jobs Descriptions 

· Greeted customers and determined their needs and wants
· Discussed type, quality and number of merchandise required for purchase
· Recommended merchandise based on individual requirements
· Advised customers on utilization and care of merchandise
· Provided advice to clients regarding particular products or services
· Explained the use and advantage of merchandise to customers
· Showed the live working of merchandise
· Quoted prices and discounts as well as credit terms, trade-in allowances, warranties and delivery dates
· Prepared sales contracts and accepted payment through cash, cheque and credit card
· Assisted in display of merchandise and maintained sales records for inventory control.
EDUCATIONAL BACKGROUND
TERTIARY LEVEL: 
System Technology Instittute (STI) Marbel   
COURSE:


Diploma in Office Skills and Management
Major In Computer Secretarials
ADDRESS:   

Alunan Avenue, Koronadal City, Philippines                                  
DATE GRADUATE: 
April 8, 2008
SECONDARY LEVEL:  
Lamian National High School
ADDRESS:


Lamian, Surallah, South Cotabato, Philippines
DATE GRADUATE:  
March 21, 2003
PERSONAL DATA


DATE OF BIRTH:         
February 16, 1986

NATIONALITY:           
Filipino

LANGUAGE SPOKEN: 
English, Tagalog
VISA STATUS:               
Visit Visa
I hereby certify that all information stated above is true and correct to the best of my knowledge and belief.
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