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Career Objective: To establish a career in my chosen field of profession in a stable company that provides excellent opportunities for advancement and satisfactory compensation.
Strengths:

· Great Team player

· Has ability to work under pressure and independently

· Can manage multitasking job with minimum supervision

· Fast learner and dedicated who meets and exceeds business needs expectation  

· Almost 5 years experienced in GCC and over 12 years experience in a semiconductor manufacturing process with excellent communication and training skills.
Additional skills:  
· Ms office applications (Word, Excel, PowerPoint)

· Internet savvy 
· Fluency in both Oral and Written English, Basic Arabic
Employment History: 
QATAR DUTY FREE

Position: Sales Assistant    (September 2013-September 2015)



Duties & Responsibilities

· Deliver excellent customer service at all times 

· Greeting and serving the customer/guest 

· Advise customers and answer any queries they may have from stock availability and details of special offers to a product’s price

· Assisting shoppers to find the goods and products they are looking for

· Responsible for processing cash and card payments

· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Responsible in restocking items and ensure they are attractively display

· Responsible in assisting deliveries of shop items



















Qatar University 

Position: Receptionist (September 2011- September 2013)

Qatar Security Services









Position:  Receptionist    ( November  2010- September 2011)
Duties & Responsibilities

· Greeting, welcoming and directing the guest appropriately

· Deal with all inquiries in a professional and courteous manner in person, in telephone or even via-emails
· Maintains continuity among work teams by documenting and communicating actions, irregularities and continuing needs








· Maintains security by following procedures; monitoring logbooks; issuing visitor badges.

· Assist in keeping the reception clean and tidy at all times


· Directed employees, guest and general public to the right staff member
· Maintains telecommunication system by following instructions for house phone and console operation




· Always adhere to all company policies and procedures
Moldex Realty Incorporated
Position: Sales Consultant/Agent (January 2010- August 2010)


Duties & Responsibilities 

· Responsible in making the sales force efficient by proper understanding of the unit

· Find out prospective clients/customers and new target segment and penetrate sales in the area
· Doing saturation and manning activities. Converting leads to sales through good communication, follow-ups and positive attitude
Intel Technology Philippines Inc.





  Position: Manufacturing Technician (April 1997- May 2009)
Duties & Responsibilities


· Responsible in performing functions associated with Laser mark and singulation operations including operating of LM/S machines in accordance with the defined procedures. 
· Perform minor trouble shooting of machines error and making sure that the only products with best quality are produce in order to give our customer the highest satisfaction they want at a given time. 

Dunkin Donuts Inc. 








 Position: Service Crew   (August 1995- December 1996)
Duties and Responsibilities

· Responsible for providing courteous and efficient food and beverage services to the guest 
· To present menu, take order, suggest and recommend appropriately 

· To attend and respond to guests’ needs promptly and professionally 

· To present bills to diners, collect payment and give to the cashier 

· To perform general housekeeping and cleaning duties
Trainings/Seminars Attended
On The Job Training at Hospicio De San Jose Manila (Female elderly section) November 2009.  International Call Center Training at BPO Training Academy (March-April 2009). Incident and Injury Free, Job Hazard Analysis, Code of Conduct, Basic Life Support, First Aid Training and Train the Trainer ( April 1997- April 2009) 
Educational Background



BS in Commerce, major in Management (June 1993- March 1994 2nd year undergrad)

 Divine Word College of Calapan, Calapan City Oriental Mindoro 
CIPP – Certified Internet Professional Program (May-September 2004)


 Informatics Computer Institute, Philippines 

IVQ Level 2 Diploma in Health Care (September- December 2009)




 Skills for Life Centre Makati Philippines, City and Guilds Approved Centre 

Personal Profile
Civil Status:            Single

Birthday:                 March 30, 1976 
Height:                    5’2

Citizenship:            Filipino 

Language:               Filipino, English, Basic Arabic
Visa Status:            Visit Visa




 I hereby certified the above information is/are true and correct to the best of my knowledge and belief. 
