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OBJECTIVE:

To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals.
KNOWLEDGE AND SKILLS:

Good communication skills (both written and verbal), Excellent organizational skills and ability to show initiative, Well groomed and presentable, Self motivated, reliable and confident, Positive attitude and ability to work well with others, Competent to analyze the market situation, identify customer needs. Ability to deal effectively with pressure and stress, Ability to maintain good relationship with colleagues and clients, Flexibility in adapting to a wide variety of workplace requirement. Driving License (Phil)
EMPLOYMENT HISTORY:
Sales Associates

Apparel LLC - Dubai, UAE

December 2013-2015

Duties and Responsibilities

· Welcome customer as they arrive with a smile
· Ask customer how they can be helped
· Provide customers with product information that they need
· Provide customers with information on daily deals and promotions
· Ensure that all products are well stocked and are easy to reach
· Provide information regarding each product and any discount offers associated with it
· Respond to customers’ requests and concerns in a resourceful manner
· Handle cashier duties by taking cash or credit cards in exchange of goods sold
· Manage product returns and exchanges
· Ensure that all purchased items are delivered to the customers in a prompt manner
Private Clinic Receptionist/Clerk
Family Medical Clinic, Philippines 
May 2010-2013

Duties and Responsibilities

· To provide high quality reception and secretarial services to the patients.

· To maintain confidentiality of all information.

· To provide flexibility in practice staffing arrangements.

· Answer the telephone in a courteous and professional manner within 3 rings.

· Receive and convey messages in writing, verbally and electronically.

· Liaise with patients and their families in a compassionate manner.
Private Duty Nurse

February 2007-2010
Duties and Responsibilities

· Evaluates the patient condition and records symptoms for the physician.
· Observes the condition of the patient and takes vital signs.
· Administer medications and treatments, change dressings and clean wounds.
· Monitor and maintains medical equipment in the home.
· Provide information for the patient on good health habits and proper diet.
· Compassion and detail oriented in work.
· Have verbal and written communication skills to provide information to patients and    families.
· Plan a diet and ensure that foods are prepared properly.

Call Center Agent




One Global Call Center, Philippines
April to December 2006

Duties and Responsibilities
· Deal with customers via telephone
· Handling a variety of functions, including customer service, technical support, telesales and customer contact.

EDUCATIONAL BACKGROUND:


Bachelor of Science in Nursing

World Citi Colleges






              Quezon City, Philippines

1999-2002                         

SEMINARS ATTENDED:

Effective Human Relation




Feb.28, 2002

   
Training Life’s Challenges into




March 16, 2000


Opportunities thru Excellence and Integrity

Unleash Learning System




July 20, 2000
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