Objective
To proficiently contribute interpersonal skills, grow in leadership and knowledge, provide holistic support and excellence to clients in your esteemed firm.
Skills and Strengths
· Results-oriented individual having initiative and good organizational skills.
· Pro-active, productive, dedicated and empathic team player.
· Enthusiastic self-starter eager to meet challenges and assimilate product knowledge.
· Committed to assessing customer needs and helping people.
· Focused on developing rapport and strong relationships with clients.
· Works effectively with minimum supervision and can handle pressure well.
· Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
· Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, and transcription, designing forms, and other office procedures and terminology.
· Very good team player.
· Knowledge of circuit boards, processors, chips, electronic equipment, and computer hardware and software, including applications and programming.
· Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
· Active listener and keen observer to details.
· Able to express ideas clearly when speaking or writing.

· Ability to type quickly and accurately.
Work Experience

Company:  Microtel Global Solutions, Inc.
Position:  Receptionist
Employment Date:  June 25, 2010 to November 12, 2015

Job Description

· Deliver excellent customer service, at all times

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

· Deal with all inquiries in a professional and courteous manner, in person, on the telephone or via e-mail

· Administer all appointments in line with company policy

· Keep up to date with current positions needed in the company

· Conduct regular security checks throughout the day and report any security issues to line manager

· Report any maintenance issues immediately to line manager, including all equipments

· Provide reports, as required, for management

· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services

· Maintain personal knowledge by completing in-house training and workbooks

· Always adhere to all company policies and procedures and licensing laws

· Be involved and contribute at team meetings

· Carry out instructions given by the management team and head office

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.
· Schedule meetings and conference rooms.

· Coordinate mail flow in and out of office.

· Coordinate office activities.

· Handle phone calls from people calling in sick.

· Gather personal and insurance information.

· Hand out employee applications.

· Arrange appointments.

· Give visitors badges and direct them to where they can sign in.

· Collect and distribute parcels and other mail.

· Perform basic bookkeeping, filing, and clerical duties.

· Update appointment calendars.

· Schedule follow-up appointments.

Educational Attainment
Course:  Bachelor of Science in Nursing
School Graduated:  Systems Plus College Foundation 

Date Graduated:  April 2009
Personal Details
Date of birth:
September 25, 1987

Civil Status:

Single

Nationality:

Filipino

Religion:

Roman Catholic

Height:

5’8”
Weight:

230 lbs
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