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OBJECTIVES
-To obtain job posts as Administrative Assistant /Clerk / Receptionist wherein all necessary skills and abilities will be fully rendered effectively
EDUCATION

· Tertiary Level

1988 – 1992


St. Paul College
Quezon City, Philippines

Bachelor of Arts Major in Mass Communications

· Vocational Course

2011-2012


New Sinai School and Colleges




Sta. Rosa, Laguna

Caregiving Course -TESDA (Technical Education and Skills Development Authority)
· Secondary Level

1983 – 1988


Royden House English School
Central, Hong Kong

· Primary Level

1977 – 1983


Holy Trinity Academy
Manila, Phillippines

PROFESSIONAL EXPERIENCE

· (Dubai)






Receptionist-Admin. Asst.
Dubai, United Arab Emirates



Reception / Security

November 26, 2014 – March 4, 2015



· Teletech Customer Care Management Phil. Inc. 

CSR / Call Center Agent 

Laguna, Philippines





Siebel Account / Sales




October 18, 2010 – January 10, 2011






· Analog Devices  Gen. Trias, Inc.



Receptionist – Telephone Operator
Cavite, Phillipines





HR Assistant / Employee Relations
November 3, 1997 – Aug. 28, 2010



Human Resources Dept.
· Al Hamra Plaza Residence




Receptionist - Clerk
Abu Dhabi, United Arab Emirates



Admin. Dept. 
December 5, 1995 – June 25, 1996


· Languages Internationale School



Admin. Assistant
Makati,  Philippines




Admin. Dept.
April 25, 1994 – September 25, 1995


· Shangri – La Plaza Corporation



Receptionist/Customer Service Asst.
Edsa, Manila, Philippines




Marketing Support Division
November 3, 1993 – March 30, 1994


· Sky Cable, Central CATV, Inc.



Production Assistant
ABS-CBN Broadcasting Co. 




Prod. / Programming  Dept.
Quezon City, Philippines

December 14, 1992 – October 29, 1993


· Asia Week Magazine Ltd.




Researcher Assistant
Central, Hong Kong





Research Dept.
June 8, 1992 – October 23, 1992



SEMINARS/ TRAININGS
· Customer Care Program




May 2010

· Basic Presentation Skills




April 2010

· Goodwill Techniques  on the Telephone


March 2000

· Coping Skills For Customer Service Front Liners

November 2000

· Basic Presentation Skills




March 2010

· Siebel Account 





October-December 2010
· Microsoft 2007 Tips and Tricks



June 2009
· Coaching and Mentoring




October 2008

· Outstanding Customer Service



April 1998

· Staff Empowerment Program



July 1994
SKILLS

· Computer Literate
· PABX Telephone Console

· Excellent in Oral and Written Communication
· Conducted Training on Telephone Techniques
· Navigation in Siebel account

PERSONAL INFORMATION

Birthplace:

Manila, Philippines
Birthdate:

October 29, 1970

Citizenship:

Filipino
