OBJECTIVE:
To work in your prestigious company and hope to share my expertise for the betterment of your company's goals and objectives.
SUMMARY OF QUALIFICATIONS:

· Proficiency in preparing reports

· Excellent administrative and organizational skills

· Capability to meet deadlines and work under pressure 

· Attention to detail and accuracy

· Ability to work with minimal supervision 

· Discretion and understands the need for confidentiality 

· Adaptability

· Excellent command over English

· Excellent in Reading, Writing, and Verbal Skills

WORK EXPERIENCE:
April 2015 – Present
TEE DEE INTERNATIONAL FZE, Dubai-UAE


Receptionist
· Serves visitors by greeting, welcoming, and directing them appropriately; notifies company personnel of visitor arrival; maintains security and telecommunications system.
· Directs visitors by maintaining employee and department directories; giving instructions.
· Maintains safe and clean reception area by complying with procedures, rules, and regulations.
April 2014 - Dec 2014          MLHUILLIER PHILIPPINES INC., General Santos City, Philippines



Counter Staff / Sales Consultant
· Ensure that all transactions are balance and equal.
· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.
· Provides efficient and excellent customer service.
· Good oral communication.
· Provides excellent customer service.
· Dealing with the customer complaints and needs.
May 2013 - March 2014      THE NATIONAL BOOKSTORE, General Santos City, Philippines



Data Controller
· IT of the branch.

· Handled inventory and stocks.

· Reviewed merchandize movement.

· Inspected merchandize for quality and quantity.
SPECIAL SKILLS/ABILITIES:
Social Skills

:
I can work with people in a multi-cultural environment.

I am flexible and know how to adjust being with different type of people who come from different nations

Technical Skills           :
Excellent Computer Skills - MS Word, MS Excel, MS Outlook, MS PowerPoint,

Hardware Maintenance and Security Control.
Open Source Application.

Artistic Skills

: 
Photography

EDUCATION:
June 2009 – April 2013    
STRATFORD INTERNATIONAL SCHOOL



Philippines



Bachelor of Science in Information Technology
June 2007 – April 2009      
GOLDENSTATE COLLEGE INC.

Philippines

PC-Operations NC II
TRAINING/WORKSHOPS/SEMINARS:
Dec 2012 - Feb 2013

CUSTOMER BENEFITS SERVICES INC.




Cebu City, Philippines




Internet Marketing Officer
· Conduct research.
· Responsible for creating and implementing online marketing strategies to increase sales and revenue for a company.
Dec 2012–Feb2013

PROVINCIAL GOVERNOR’S OFFICE




Philippines





Admin Aide
· Coordination and Scheduling.
· Correspondence and communications.
· Customer relations.
· Record-keeping and data management.
Dec2008 – Mar 2009
GEVIESO LAW OFFICE, Philippines



Secretary
· Answering telephone calls.
· Arranging appointments.
· Taking messages.
· Typing and word processing.
· Filing.
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