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PERSONAL SKILLS
Hard Working
Team player
Good personal hygiene
Listening skills
PERSONAL DETAILS
DOB: 27th July 1986
Nationality: Filipino
Sex: Female
LANGUAGES
English, Arabic, Tagalog

Gulfjobseeker.com CV No: 1431732
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Receptionist (Arabic Speaking)
1. CAREER OBJECTIVES
Seeking for the permanent Receptionist position within professional environment providing opportunity for growth and career advancement.
2. PERSONAL AIM
Gain experience and be exposed to the dynamic environment of an internationally reputed organization to continually expand my abilities and face new challenges with the view of learning and development of myself.
3. PERSONAL SKILLS
· Excellent team player with computer literacy of Microsoft XP, windows 7 and Microsoft office knowledge. 
· Excellent knowledge in MS office, MS excel and Power point. 
· Hard working self-motivated and result oriented, capable of producing results. 
· Ability to work in any environment, establish and maintain effective relationships. 
· Excellent ability to cooperate with multinational people 
· Ability to undertake responsibilities. 
· Good team leader with strong communication and interpersonal skills. 
· Good communication and social skills. 
4. EDUCATIONAL QUALIFICATIONS
Completed MS office course at Oasis Educational Institute-Dubai Elementary St.: Elena Elementary School – St. Elena, Iriga City
Secondary
: Rinconada National Technical Vocational School
– St.Domingo, Iriga City
College
: University Of North Eastern – Philippines
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5. WORKEXPERIENCE
THE OLIVE BEAUTY HUT– DUBAI – UAE
(From August 2013 to date)
Job Title: Receptionist
Job Responsibilities :

Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

Directs visitors by maintaining employee and department directories; giving instructions.

Maintains security by following procedures; monitoring logbook. Maintains safe and clean reception area by complying with procedures, rules, and regulations.

Answering and forwarding phone calls. Schedule bookings for customers. Maintain the general filing system. Respond to inquiries.

Coordinate the repair and maintenance of equipment.
TM PRINTER SHOP–IRIGA CITY –PHILIPPINES
(From May 2012 to July 2013)
Job Title: Receptionist
Job Responsibilities :

Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

Write down orders from customers. Respond to inquiries.

Coordinate the repair and maintenance of equipment.

Maintains safe and clean reception area by complying with procedures, rules, and regulations.
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5. WORKEXPERIENCE (Cont’d…)
JUVILINE TELECOM –TIMOG CAA LAS PINAS – PHILIPPINES
(From March 2011 to April 2012)
Job Title: Receptionist
Job Responsibilities:

Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

Write down orders from customers. Respond to inquiries.

Coordinate the repair and maintenance of equipment.

Maintains safe and clean reception area by complying with procedures, rules, and regulations
I do hereby certify that the above particular furnished by me are true and accurate to the best of my knowledge, and in the event of being selected for employment, I wish to carry out duties entrusted to me for your total satisfaction.
