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Related Work Experience___________________________________________________
ADMIN ASSISTANT

Finvest Commercial Brokers LLC.

Business Bay 29th Floor Silver Tower Dubai

Sept 6, 2013 up to Present.

Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices.
Maintains the work structure by updating job requirements and job descriptions for all positions.

Organizing  the staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
Telesales

Regent Investment Consultancy

ML4 Wafi Residence Dubai.

Duty and Task is to sustain telecommunication skills in manners of getting more clients to the company.

First thing in the morning need to make a cold calls by following the spiels given by the Manager.

Make more phone calls to reach the target quota.

Specific data will be given to make more calls and achieve more appointment.

Telesales

Business to Business LLC. (Partner Channel of Du Telecom)

Business Bay Metro Station, Prism Tower 26th Floor Rm 2609

As a telesales Operator, I’ll be working in business called call center, contacting potential customers by telephone. My job is to call outbound corporate client from du for the given Database. We have a certain Database given by du telecom to sort out for the non-listed to fixed client, to give them a call and persuade them to avail Post-paid and Prepaid offer from Du.

May working day is spent on the phone making outbound calls based on our database given by du. 

During each phone call, you’re likely to:

· Describe few minutes of time about the benefits that they can get.

· Give advice about how these may benefit can help in the business.

· Persuade customers to accept a trial period or a visit from a sales consultant.

· Gather and documents one’s they avail in a certain Plan.

· Enter or encode notes into a computer, including dates for follow up calls and Appointment to be done.

Promoter
Logitech-Channels Business Solution LLC.

Al Quos Industrial Dubai UAE

April 6, 2011 to April 30, 2012

Demonstrate and explain products and service in order to persuade customers to purchase products or utilize services.

Assign in different stores to gain more information and knowledge of selling products to the customer.

Daily target monthly for an effective sales customer service

Candylicious

Dubai Mall, Dubai UAE

Sept 8, 2009 to Nov 30, 2010

As customer service associate the task must be entertain customer’s inquiries, 

Duty includes serving customer and clearance, directly interact, assist and serve the guests. 

Explaining the new product release from the market and allow customer the taste sample to know well more the product.

EDUCATION



____________________________________


 Tertiary
:
Bachelor’s Degree in Secondary Education




University of the Assumption S.Y. 1996 - 2000

Secondary
:
Pampanga High School S.Y. 1992 – 1996

Primary
:
San Fernando Elementary School S.Y. 1986 - 1992

Minor Courses and Achievements:

· Completed 20 hours coarse for Human Resource Management in Omega Educational Institute.

School attended at Mostafawi Building 4th floor Bur Dubai UAE.

· Successfully completed a 6-months Caregiver Training Course (700 hours including the on the job training at Our Lady of Mt. Carmel) from January to july,2005 conducted by the Bureau of Alternative Learning System and Outreach

· Program of the Pampanga High School

Received on 29th day of July 2005 at the

· Bulwagang  Capampangan - Rene M. Medina Hall

Pampanga High, City of San Fernando, Pampanga

Personal Information:

Date of Birth:

February 9, 1980 

Sex:


Female

Civil Status:

Married

Citizenship:

Filipino

Height:


5’7”

Weight:

120 lbs.

Religion:

Catholic

