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OBJECTIVE

        
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people.

 

PERSONAL DATA
NATIONALITY:

Filipino

STATUS:


Married

VISA STATUS:


Visit Visa

LANGUAGE:


English (Fluent Written and Spoken)

EDUCATION

TERTIARY
2003 – 2004
Camarines Training & Education Center – 6months live-in Caregiver Course
Ilaod, Daet Camarines Norte 

2000 – 2002
AMA Computer Learning Center – Computer System Design and Programming
Daet Camarines Norte

 
PROFESSIONAL EXPERIENCE

(March 8, 2004)
Nursing Aid – OJT




Provincial Hospital

Bagasbas Rd. Daet Camarines Norte

· Taking vital signs of  patients in Emergency Room, Medical Ward, Obstetrics & Gynecology and Pediatics 

· Health Aide
ACCREDITATIONS
        Certified Caregiver with 6 months Live-in Caregiver Course Accredited by TESDA
WORK EXPERIENCES
RECEPTIONIST

Burgundy Tower

G/f Chino Roces Ave.

Makati City

October 10, 2014 – March 7,  2015
· Meeting and greeting clients

· Booking meetings

· Arranging couriers

· Keeping the reception area tidy

· Answering and forwarding phone calls

· Screening phone calls

· Sorting and distributing post

SECRETARY / ENCODER

Provincial Capitol Library

Provincial Capitol Complex, Daet Camarines Norte

June 7 , 2012 – July 12, 2014 

· Encodes archives of different books in full details

· Assigned in Borrowing Section

· Give directions for where to find books

· Telephone Operator

ENUMERATOR

2012 Multiple Indicator Survey

NSO Office

Daet Camarines Norte

April 16 – 30, 2012

· Assist in collecting and analyzing data in order to fill data gaps for monitoring the situation of the children and women. 

· Data are collected during face to face interviews in carefully selected nationally or subnationally representative sample of households.
CUSTOMER SERVICE / WAITRESS

Cabalen Filipino Cuisine

Julia Vargas Avenue,

Ortigas Center, Mandaluyong City 

April 16 , 2009 –  May 15, 2012

· Greeting all customers in a professional manner with a smile.

· Escort customers to their tables.

· Serves or assists diners to serve themselves at buffet or smorgasbord table.

· Replenishes supplies of food and tableware.

· May carry trays of food to individual tables for diners.

TELEPHONE SALES - MARKETER
Standard Chartered Bank

Valero Tower Salcedo Village, Makati City

January 2008 – April 2008

· Deliver prepared sales talks, reading from scripts that describe services.

· Contact businesses or private individuals by telephone in order to solicit sales for services.

· Explain the details how a client can avail the services. Explain the terms, interest and answer questions and inquiries.

· Obtain customer information such as name and address, and enter into the computer.

· Record names, addresses, and reactions of prospects contacted.

· Use of directory and lead provided by the management to get the number of prospect clients

· Sending application form thru fax or email to possible clients.

CASHIER/SALES ASSISTANT

Value Point Inc.
Starmall, Zapote Rd., Las Piñas City

July 15, 2005 – August 14, 2007

· Greeting customers who enter the shop.

· Be involved in stock control management.

· Attaching price tags to merchandise on the shop floor.

· Assisting shoppers to find the goods and products they are looking for.

· Stocking shelves with merchandise.

· Responsible dealing with customer complaints.

· Keeping the store tidy and clean.

· Handling and operates point of sale and other financial transactions accurately.

CASHIER
ACE Hardware Philippines Inc.
SM Super Center, Sucat Parañaque City

January 12, 2005 – June 11, 2005

· Enters purchases into cash register to calculate total purchase price

· Counts money, gives change and issues receipts for every transaction

· Accept cash or bankcards for payment

· Balances cash drawer and receipts, documents discrepancies

· Maintains sufficient amounts of change in cash drawer

· Assists customers in locating specific items

SKILLS

 


PowerPoint, Excel, Microsoft Office 2007, Encoding

Good problem solving skills

Excellent Customer Service Skills

Professional Phone Manner

Excellent written communication and documentations skills[image: image1.png]



