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To apply as a secretary  or in any position commensurate to my qualifications.
QUALIFICATIONS:
Knowledgeable in Microsoft Applications.
WORKING EXPERIENCES :
OFFICE GIRL (customer service) Prime Minister’s Office
Jumeirah Emirates Towers Dubai, United Arab Emirates October  2015 to present
Al Oula 107.4 Radio Station (Hamdan Bin Mohammed Heritage Center)
CNN Building Dubai Media City Dubai, United Arab Emirates October  2014 to September 2015
Hamdan Bin Mohammed Heritage Center (Main Office)
Manara st. Jumeirah
Dubai, United Arab Emirates December  2013 to September 2014
Abdul Latif Jameel International
Jumeirah Lakes Towers Dubai, United Arab Emirates
October 2012 to November 2013
Duties and Responsibilities
· To ensure the staffs and guests satisfaction in rendering them service.
· To keep the area of your work clean and tidy.
· To smile all the time even when busy.
· To greet the staffs and guests gracefully.
· To be able to attend the needs of the staffs promptly most especially guests.
· Answering phone calls by stating your name clearly and asking their orders in a very polite manner.
SECRETARY
JPEG Computer Sales
Bayombong, Nueva Vizcaya, Philippines October 2008 to September 2010
Christmark Computer Sales and Café Solano, Nueva Vizcaya, Philippines June 2002 to May 2005
Duties and Responsibilities
· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.
· Organizing work by reading and collecting information.
· Arranging meetings, conferences, teleconferences, and travel.
· Completes requests by greeting customers, in person or on the telephone, answering or referring inquiries.
· Maintain customers confidence and protects  by keeping the information confidential.
· Preparing reports by collecting information.
· Maintains office supplies inventory by checking stock to determine inventory level.
· Securing information by making database backups.
· Maintains technical knowledge by attending trainings and reading secretarial publications.
PERSONAL DATA:
· Age
:
33 years old
· Birthdate
:
February 25, 1982
· Place of Birth
:
Bayombong, Nueva Vizcaya
· Gender
:
Female
· Religion
:
Roman Catholic
· Civil Status
:
Married
· Citizenship
:
Filipino
