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SPECIAL SKILLS/

KEY QUALIFICATION
· 9 years of general office duties/ clerical works including answering phones, filing and compiling daily report and other important documents and  A years of experienced in customer service /front desk
· 8 years of experienced in computer proficiency including Windows-based program such as MS Office, Word, Excel and Power Point.

· 7 years of operating in electric and manual typewriter, fax, scanner and photocopying machine.

· Knowledgeable in e-mail and surfing thru website.

· 7 years knowledge in data encoding.

· Fluent in English communication.

· Ability to communicate with all levels of staff.

· Organized individual and dependable worker

· Friendly in efficient manner.

· Successfully and aggressively complete task-oriented goals.

· Good time management

· Confident and accurate manner when dealing with telephone and written contacts.


FILIPINO

nationality

1st of July 1979

date of birth
        QUEZON CITY GENERAL   

                      Philippines                     

                      place of birth
5’2”, 59kg., MARRIED
height, weight, civil status
ENGLISH, TAGALOG 
language spoken 
EDUCATIONAL ATTAINMENT:

Bachelor of Arts & Sciences Major in MASSCOMMUNICATION

NEW ERA UNIVERSITY

Philippines

2000
New Era University, Philippines

1996

San Agustin Elem. School, Philippines 
1992
TRAININGS ATTENDED:

ABS-CBN - “Sports Unlimited”

-Production Assistant                   

DZEC Angel  Radyo 

-Production Assistant

REGAL FILM

-Production Assistant

PRINT AD (Broadsheet) – “Philippine Daily Inquirer”

-Production Assistant                 
	CAREER OBJECTIVE:
Enthusiastically seeking a post that provides me an opportunity to apply my professional knowledge and skills to challenging problems in Office Administration and development of the organization and with career advancement.

WORK HISTORY & EXPERIENCES:
Year of Work Experience: 9 years 
(starts from July 2006 up to the present)
JUMBO ELECTRONICS COMPANY LTD. (SONY)

Dubai, United Arab Emirates
· Leading, well-known & biggest names in the field of consumer electronics, information technology, telecommunications, home appliances, office automation and entertainment in UAE.

· Aim is to provide genuine electronics products and serve high quality services.

Receptionist / Telephone Operator 
· Welcome visitors , determine nature of business, and direct visitor to suitable employee
· Answer incoming telephone calls and send direct to appropriate department / employee, operate PBX and multi-line telephone system 

· Order, receive , stocks inventory and maintain office supplies 
· Help document scanning

· Assemble listing package 

· Handling customer inquiry over the phone and by emails
· Cafeteria : Ensuring facilitation of staff and visitor for tea and coffee and lunch 
· Supervision of office boys and other related staff

· Verification and coordination with Retail and HR department for staff related issues

· Guiding and provide clerical support for staff for effective administration of the office

· Maintain leave records / daily attendance register of the staff members under the supervision of Store Manager.
· Receiving and dispatching memos and other documents

· Assist in all administrative and office arrangements for meeting.

· Operate various office equipments and facilitates their maintenance as required

· Monthly staff record updates 

· To carry out any other office work, when assigned

· Other miscellaneous and general task

Customer Service
· Responding promptly to customer enquiries in person or via telephone

· Always in a professional & efficient manner 

· Process orders, forms, applications and request information

· Dealing efficiently with questions and queries from customers
· Directing request and unresolved issues to other colleagues

· Maintaining up to date paper and computer based files and administrative system
Year of Work Experience: 3 years
July 2002-Dec.2005 

N.S. PEOPLE’S CARGO EXPRESS
Philippines 

· A Freight Forwarder which goal is to provide high quality service via Sea, Air & Land Freight
Office Clerk

· Perform clerical duties such as prepares shipping documents such as House Waybill, Consolidated Outgoing Cargo Manifest for the Client and Agent in various destinations.
· Communicate with the Agents in order to provide the information about the status of the shipments for the client

· Responsible for checking , updating, monitoring the shipments as well as monthly sales report

· Filing all invoices and billing in a weekly basis

· Sort and distribute incoming and outgoing couriers

· Accountable in making Commission of Agents, Billing of Clients and take in charge of the summary of office expenses
· Advise and update the agents in incoming shipment

· Inform clients about the status of their shipment

· Accept deliveries from the supplier of client

· Manage calendars and arrange the schedule of pick –up for shipments
· Operate office machinery such as copier, typewriter, scanner and fax machine
· Perform additional general offices duties such as assisting employee / staff with their specific work when required

Telephone Operator

· Answer, transfer and direct incoming calls to the appropriate department / employee
· Ensure that the callers reach appropriate employee / forward the calls to the right employee

· Performed clerical related duties.

· Received, recorded, and relayed messages correctly

Cashier

· Handling Petty Cash Fund of the office
· Monitor all the expenditure of the office

· Responsible in making summary of expenses

Bookkeeping Clerk
· Compile expenditure and cash reports

· Verify expenditures and manage petty cash

· Responsible in filing and compiling important documents
· In charge in handling and monitoring Office Supplies, General Voucher, Voucher of Petty Cash Fund, Consolidated Outgoing Cargo Manifest, House Waybill, Sales Invoice, Pick –Up Receipts, Official Receipt and Liquidation


Year of Work Experience: 1 year
April 2000-February 2001

JOLLIBEE FOOD COMPANY

Quirino Hi-way, Manila - Philippines

· Jollibee is a Filipino multinational chain of fast food restaurants in Philippines.
Sales Officer cum Telemarketer
· Handling and dealing phone calls regarding the delivery and taking order and inquiries of the customers.

· Confident and accurate manner when written and getting orders.

· Gets all the suggestions of the customers by being attentive.

· Introducing the new products and generate sales to the customers.

· Regular monitoring of prices and availability of productions.

· Generating and developing sales.

· Handling amount sales.

· Stock controlling and conducting inventories.

· Performs other duty that is assigned by the immediate superior. 
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