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Objectives:
To showcase my skills and to gain other experiences through a company that seek for my potential and help me achieve my goal in life.
High Qualifications
· Over 5years’ experience in Customer service and related fields
· Effective communicator, attentive listener, patient and diplomatic
· Sincerely enjoy working with people in person and over the phone

· Dynamic and have strong initiative

· Multi-tasking and can work under pressure

· Good sense of Humor
· Strong experience in providing professional customer service.

· Exceptional knowledge in performing administrative tasks.

· Familiarity with cash handling operations 
· Easily learn and adopt new fields of environment

Software skills:

· Microsoft Word and Publisher

· Microsoft excel

· Outlook

· Windows internet explorer

· Adobe

· Power point
WORK EXPERIENCE

Romano’s Macaroni Grill

Dalma Mall

Mussafah, Abu Dhabi, UAE

January 2014 – present

DUTIES AND RESPONSIBILITIES

· Receptionist
· Responsible in taking care of sales documents.

· Monitoring and checking of the attendance.

· Responsible in keeping safe the managers business cards and other important documents.

· Answer telephone, screen and direct calls 

· Take and relay messages

· Provide information to callers

· Greet persons entering organization

· Direct persons to correct destination

· Deal with queries from the public and customers

· Ensure knowledge of staff movements in and out of organization

· Monitor visitor access and maintain security awareness

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Monitor and maintain office equipment

· Control inventory relevant to reception area

· Tidy and maintain the reception area
· Responsible in filing daily reports and updates

· Taking reservations

· Taking minutes in mini meeting

· Posting update in communication board

· Preparing and distributing paper in a meeting

· Typing, printing, copying important documents

· Maintaining file system

Market Strategic Firm Inc., 


SM Store City


Brgy, Real Street, Calamba City


Laguna, 4027 Philippines

August 2010 – January 2014

DUTIES AND RESPONSIBILITIES
· Customer Service Assistant and Back Office/Admin Staff
· Responsible for regular bills payment transaction

· Responsible for answering inquiries and handling or attending customer complaint

· Responsible in encoding/printing summary collection report

· Preparing cash/check deposit slip

· Responsible in government transaction such as renewal of license (PRC), request for NSO, and others.

· Filing sales documents
· Receive and send daily sales update

· Responsible in monthly reports

· Assisting supervisors for necessary needs

· Preparing documents and distribute it per department

· Typing and printing necessary documents.
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management

· Maintain electronic and hard copy filing system

· Open, sort and distribute incoming correspondence

· Perform data entry and scan documents

· Assist in resolving any administrative problems

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Schedule and coordinate meetings, appointments and travel arrangements for Managers

· Maintain office supplies for department

· Contributes to the team effort by accomplishing related results as needed

· Provides information by answering questions and request.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.
· Card Inquiry Clerk
· Secure card transaction with co-cashier

· Exchanging bills

· Responsible on Phone/voice-in for manual approval code in installment transaction

· Knowledgeable in processing special transaction such as check payments and others

· Detecting fake bills
· Collecting and Remitting Bills to the treasury

· Cashier and checker
· Responsible in verifying and checking specimen signature on card with card transaction

· Check customer’s merchandise base on item purchased and amount

· Securing all transactions document especially bank’s copy sales draft
· Responsible on merchandise sales transaction

· Assisting customer

· Offer promotion

· Do up-selling and deal with customer’s need

Infinite Links Inc.


Los Baños, Laguna


Philippines 4027

November 2007 – May 2008

DUTIES AND RESPONSIBILITIES
· Call Center Agent (outbound)
· Achieving target appointment and shows

· Responsible in calling client and encouraging to avail the promotions/products

· Product knowledge

· Responsible in dealing with prospective clients

· Encoding details and important information

· Sending summary reports

· Day to day monitoring

· Answering queries and giving detailed information


LANDBANK OF THE PHILIPPINES


University of the Philippines, Los Baños, Laguna


May 2006 (300 hours)
DUTIES AND RESPONSIBILITIES

· Sorting checks

· Encoding payroll

· Checking receivables

· Sending daily reports to manager

· Checking and encoding new accounts
TRAININGS and CERTIFICATES

Basic Food Hygiene
:
ESSENTIAL FOOD SAFETY TRAINING





RMK Experts Training Services





March 22, 2015

· Introduction to Food Safety

· Cross-contamination

· Cooking

· Chilling

· Cleaning

· Management Control
Customer Service Training:
RAVING FANS





July 2, 2015

Facilitator
:
Mr. Enrico Lopez – Training Manager
Awards:


BEST TEAM PLAYER OF THE YEAR





Romano’s Macaroni Grill





April 18, 2015

EDUCATIONAL ATTAINMENT
Tertiary
:
AMA Computer Learning Center




Lopez Avenue, BatongMalake, Los Baños,




Laguna, Philippines

· Business Information Management

School Year 2004-2006

Graduate

TESDA scholar

Secondary
:
Los Baños National High School




Umali Subdivision, BatongMalake, Los Baños,




Laguna, Philippines




School Year 2000-2004




Graduate
Primary
:
Lopez Elementary School




Lopez Avenue, BatongMalake, Los Baños,




Laguna, Philippines




School Year 1993-1999



Graduate 

PERSONAL INFORMATION
Birth date

:
April 18, 1986

Age 


:
29y/o

Birth place

:
Los Baños, Laguna, Philippines

Citizenship 

:
Filipino

Visa Status

:
Employment
I hereby certify that the foregoing information is true, correct and reliable to the best of my knowledge.

