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POSITION DESIRED: Receptionist / Customer Service / Cashier
CAREER OBJECTIVE:
To work in an organization seeking for a position commensurate with my work experience where I can improve my knowledge and skills. To pursue a rewarding career offering my dedicated service to be a member of your efficient staff in valuable experience and opportunities for a professional growth.

Summary of Qualifications:
· Having excellent interpersonal skills with people on all levels of organization
· Good communication skills, goal and task oriented
· Can work independently, possesses initiative and self- motivated
· Knowledge of MS office and the operation of standard office equipment
· Customer Service Oriented
WORKING EXPERIENCE:
Back Office Assistant / Receptionist / Customer Service Assistant
Early Bird Online and Mobile Supermarket LLC
April 2008-May 2015
RESPONSIBILITIES:
· Screening phone calls, enquiries and requests, and handling them appropriately
· Trace, track and expedite purchase processes

· Review bills, invoices and purchase orders

· Ensure all payments are processed in time

· Receive and sort mail and deliveries, relay messages

· Ensure all items are properly numbered and tagged 

· Manage Security related work such as preparing badges, passes and identification cards

· Perform general clerical duties such as maintaining general files, typing, data entry, completing and processing standard purchasing forms.
· Maintain communication with the warehouse staff to ensure proper working order
· Telesales
Cashier
Sunrise Supermarket

Dubai, U.A.E.

October 2007-February 2008

RESPONSIBILITIES:

· Perform the duties of customer service representative

· Counting cash drawers at the beginning and end of work shift, ensure cash balance
· Enter transactions in the cash register and provide customers with the total bill 

· Take payment in exchange of items sold, issue receipts and change to customer
Sandwich Artist/Cashier
Subway, House of Sandwiches
Dubai, U.A. E.
Feb. 2004-2007
RESPONSIBILITIES:
· Assisting customer one at a time and giving them full satisfactory
· Tallying of everyday sales as well as weekly inventories
· Checking of cashier tape receipts (over punched or under punched)
· Flexibility in the area of assignment and other area of concern
· Doing back up to be use on the next shift of sales

Front Desk Clerk/Receptionist
Baguio Country Club Hotel
Baguio City, Philippines
1999 - 2000
RESPONSIBILITIES:
· Greets and monitors visitors in the hotel
· Check guest in and out of their rooms as well as taking payments after visit
· Responsible for call management both inbound and outbound
· Support to HR team in terms of booking/reservations
· Attending visitors and other routine administrative work
Educational Attainment:
COLLEGE
:
 Post Graduate- Bachelor of Teaching Secondary Education



University of the Cordilleras



Baguio City, Philippines

Personal Information
Birth Date

:
17 March 1976
Birth Place

:
Pozorrubio, Pangasinan, Philippines
Nationality

:
Filipino
Marital Status

:
Single
Language 

:
English, Filipino
Visa Status

:
Tourist
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