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POSITION TO BE APPLIED:
Receptionist/ Secretary/ Sales/ CUSTOMER SERVICE REPRESENTATIVE
OBJECTIVE:
To be able to work in a reputed organization where i can share, enhance and allocate my skills and abilities as I become an instrument in implementing the goals and objectives of the company.
QUALIFICATION:
· Graduate of 4 years Bachelor of Science in Nursing.
· Have experience as Office Clerk and Customer Service Representative.
· Excellent in English written and verbal communication skills.
· Great Customer Service skills.
· Profound ability to communicate effectively both in written format and oral presentation.
· Immense ability to multi-task and establish priorities.
· Great ability to exhibit initiative, responsibility, flexibility, and leadership.
EDUCATIONAL BACKGROUND________________________________________________
June 2007 to March 2011: Bachelor of Science in Nursing
                                           Medical Colleges of Northern Philippines
WORK EXPERIENCE_________________________________________________________
June 2013 to August 2015: Sadaf Jewelry LLC.
                                            Office 401 Emirates Concorde Office Tower
                                            Maktoom Road, Deira, Dubai
JOB DESCRIPTION:
· Answer the telephone  in a pleasant and caring way .
· Welcome customers, maintain knowledge and help them with the selection of products.
· Assisting customer include customer communication.
· Reading, monitoring and responding to client emails.
· Maintaining relationship with clients by providing support, guidance and information.
· Participating exhibits outside UAE.
· React to all concerns of customers quickly with a sense of importance.
May 2012 to March 2013: Customer Service Representative cum Receptionist
                                           CASINO HOTEL HYATT
                                           Malate Manila, Philippines
JOB DESCRIPTION:
· Responsible of answering phone calls, handles mail, replies to email and sometimes even works on filling and billing.
· Greet the Customers as they enter the establishment and offering assistance is one of the first and foremost tasks and serves as a first point of  contact for the clients.
· Check the booking of the client and give pertaining information and addressing any queries that the client might have at that point of time.
· Responsible for doing the necessary financial transactions to ensure that payments are collected and barriers to financial transactions are resolved especially when dealing with foreign clients.
· Making room reservation for the clients over the phone or the internet.
· Sending email reminders to clients for booking confirmation and other related services.
· Perform general administrative duties like ordering hotel stationery and uniforms.
April 2011 to March 2012: Office Clerk
                                          Standard Insurance Company Incorporated
                                          Tuguegarao City, Cagayan Valley, Philippines
JOB DESCRIPTION:
· Filling documents as per the requirement.
· Data entry and loading other necessary information.
· Answering and receiving phone calls.
· Making copies of the documents as assigned by the office managers and also according to the needs of the office.
· Sending faxes in matters related tp the office jobs and related works.
· Works of daily errands that include handling communications with post office, bank, etc and providing stationery, staples etc.
· Monitoring the order supplies related to the office.
· Distributing the incoming mails to the respective staff.
· Maintaining and organizing the paper such client file. Storing them properly for future reference.
· Meet and direct the visitors, greet customers, clients and direct the visitor to the appropriate department or division.
· Performs other related tasks as may be assigned by the immediate superior from time to time.
ON JOB TRAINING: Cagayan Valley Medical Center, Dr. Jose Fabella Hospital, AFP Medical Center- On Pediatric, Emergency, Medical Ward, Operating, Delivery and OB room.
SEMINARS AND TRAININGS:
· Basic Life Support Training Program
· First Aid Training
· Community Health Education
PERSONAL INFORMATION_____________________________________________________
Language                         : English and Tagalog
Nationality                        : Filipino
Religion                            : Roman Catholic
Age                                   : 25
Civil Status                       : Single
Sex                                   : Female
Visa Status                       : Finish Contract
 REFERENCES_______________________________________________________________
Available upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

