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CAREER OBJECTIVE

Seeking a suitable position in accordance with my professional experience, qualifications and skills gained over the years to the full extends for development, thereby contributing to the overall growth and profitability of the organization as well as attaining self-growth.

SUMMARY OF QUALIFICATION

· Excellent written and verbal communication skills.

· Ability to perform multi-tasking in busy environment.

· Excellent team player, self – motivated, hardworking and energetic.

· Highly skilled in greeting guests in a courteous and professional way
· Well versed in managing multiple line phone system and handling multiple incoming calls simultaneously
· Demonstrated ability to answer queries of visitors and direct them to the right person
· Committed to provide exceptional customer service to clients and coworkers
·  Adept at giving accurate and detailed information to visitors and callers
· Able to handle difficult clients tactfully
· Expert user of MS Word, Excel, Outlook and front desk software applications
· Special talent for scheduling appointment, managing calendars and maintaining conference rooms
· Proven record of performing clerical duties such as scanning, photocopying and collating
· Extremely capable of keeping reception area clean and organized
· Expert in ordering, receiving and maintaining office supplies
PROFESSIONAL EXPERIENCE

RECEPTIONIST

Company: Selat Marine Services Co LLC

May 05, 2014 – Up to present

DUTIES AND RESPONSIBILITIES

· Answering phone calls

· Encoding Incoming/Outgoing Calls

· Corresponding emails
· Ticketing
EDUCATIONAL CREDENTIALS

· Pamantasan ng Lungsod ng Marikina – Philippines







Bachelor of Science in Hotel and Restaurant Management

2011 - 2012

· Marikina Heights High School - Philippines








2005 – 2006

PERSONAL BACKGROUND

Date of Birth

:
01 October 1989

REFERENCE

To be furnished upon request

DECLARATION

This is to certify that the above information is true and correct to best of my knowledge and belief.

