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OBJECTIVES
A career with a progressive organization where I can utilize my education, skills, abilities and experience in customer service in an executive capacity where I can effectively contribute to operations that best matches my knowledge and experiences. Result driven and service oriented professional with diversified industry work experience, willing to gain employment opportunity within Multinational Company to serve in Customer Service or Operation domain. Demonstrated in past work experience excellent skills in streamlining branch operations, delivering service at highest quality standard, exceeding targets, and performing efficiently under work pressure. Possess enthusiasm to advance in career with excellent communication and interpersonal skills.

QUALIFICATIONS
· Extreme Motivated by strong commitment 
· Can easily adapt to change in working environment 
· Initiative and resourceful in performing assigned task 
· Fast Learner and with Good Moral Character 
· Flexible and Hardworking 
· Stress tolerance 

WORK EXPERIENCES

Receptionist / Sales
GoodJob Store-Company LTD
Pattaya -THAILAND
January 2015 to May 2015
Duties and Responsibilities
· deliver excellent customer service, at all times 
· welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries. 
· Maintains safe and clean store area by complying with procedures, rules, and regulations. 
· Cashiering 
· Received Stocks 
· Inventory of In / Out Items 
· Recording and reporting daily sales 
· Deposit  daily sales 
· Report Daily sales 

Receptionist / Cashier
Crown Regency Hotels & Towers
Cebu City, PHILIPPINES
January 2012 to October 2014
Duties and Responsibilities
· greet and welcome guest 
· received incoming calls, check in and out guest 
· printing reservation booking and filing 
· collect feedback, prepare loyalty cards 
· providing support to the team 

It is my task to offer 5 star hotel customer services for Airport passengers who wishes to check in the hotel for layover stay, delayed or cancelled flights, we ensure a guest has the Passport, Boarding Pass, etc. as requirements for check in procedures in the Hotel.

Sales / Purchasing Coordinator
JELITE STEEL CONTRUCTION
Loay Bohol - PHILIPPINES
August 2007 to December 2011
Duties and Responsibilities
· receives customer inquiry and order for ehbMAc maker 
· checks if the customer have existing approved credit line with our company 
· secure all required documents prior to material booking 
· prepares proper documents such as Sales order, Delivery note, Sales invoice, Commercial Invoice for customs in order for the materials to be released 
· Applying for Certificate of Origin, legalization and duty exemption papers if applicable 
· documentation for the ehbmac machine that we supply within & going out of Philippines 
· Outsource suppliers and obtain product information such as material specification, price, origin, stocks availability and delivery schedule / shipment. 
· send the list of materials to be delivered to a certain customer 
· updates monthly the validity credit and payment of each customer from our HEAD OFFICE-CEO (London) 
· stock valuation monthly and submit to the General Manager and Managing Director 
· directs, monitors, makes decisions and supports sales staff in charge in handling customers and suppliers 
· keeps track of accounts receivables from customers and follow up payments 
· arranges and confirms meeting appointments of Managing Director / General Manager with the clients 
· organizes and coordinates hotel booking, travel arrangements 
· doing some administrative tasks / general secretarial duties including filing, typing, answering telephone and other required documentation. 
-------------------------------------------------------------------------------------------------------- -------------------------------------------------

Office Staff / Purchaser
Mongolian Bowl Restaurant
Tagbilaran City, Bohol Philippines
March 2006 – July 2007
Duties and Responsibilities
· receives and reply to the inquiries from customers 
· meet and greet clients 
· prepare LPO,Invoices,delivery orders, commercial invoice and packing list 
· outsource other suppliers 
· schedules delivery date 
· keeps track of account receivables and follow up payments 
· recording daily sales, cash flow and purchase order 
· organize managing director's travel arrangements and meetings 
· prepares weekly/monthly sales reports 
· document controlling and filing documents 
· Supervising the Restaurant  and Cash Disbursing 
· Inventory of  In/ Out Food Ingredients 
· Making purchase order for the approval of the Manager 
· Purchase the approved order list of items. 
------------------------------------------------------------------------------------------------------------ ---------------------------------------------- 
Education
Graduate of Diploma in Computer Studies (DCS)
S.T.I. College Tagbilaran – 2005
TESDA Scholar – STI College
OTHER SKILLS / ABILITIES
✓ Sales & customer service
✓Customer Problem Assessment and Resolution
· Ability to multi-task and work with minimal supervision 
· Relate well with multicultural customer’s 
· Energetic and customer driven worker 
· Computer Literate Internet browsing and email applications, Troubleshooting, MS OFFICE (Basic Word, Excel) DBMS, OPERA Software System. 
· Languages Spoken: English and Tagalog. 
· I have a healthy and professional working attitude. 
· I am a quick learner who able to adapt a new task very easily. 
· I am resourceful, goal oriented and can handle work under pressure. 
· Telephone Skills, Verbal Communication, Listening, Professionalism, Customer Focus, Organization, Informing Others work Team player. 
.
PERSONAL DATA:
	Birth date
	:
	20 /October /1986

	Age
	:
	28 years old

	Sex
	:
	Female

	Marital Status
	:
	Married

	Religion
	:
	Cristian (INC)

	Children’s
	:
	2 (Daughters)

	Citizenship
	:
	Filipino (Philippines)

	Height
	:
	5’3”

	Weight
	:
	65 kilograms

	Availability to join
	:
	Immediate

	Visa Status
	:
	Visit Visa

	
	
	

	
	
	

	
	
	


