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Job Objective: To utilize my knowledge and skills and to serve the company to best of my ability. Being able to learned new things which I considered would be a great help in achieving my goals.

PERSONAL DATA:

Age

:  29
Birth Date
:  August 31, 1986

Place of birth
:  San Fernando Pampanga

Civil Status
:  Single

Height

:  5’5

Weight

:  120lbs

Language
:  English, Filipino, Pampango

Visa Status
:   Employment Visa

EDUCATIONAL BACKGROUND:

TERTIARY
:  STI COLLEGE



   Angeles City



   (B.S. Computer Science) 2002 – 2006

SECONDARY: DON JESUS GONZALES HIGH SCHOOL



(1998-2002)

SUMMARY OF QUALIFICATIONS:

Software

1 Knowledge in productivity tools such as Ms Word, Excel and PowerPoint.

2 Windows 95/98/ME, XP and 2000.

3 Internet Explorer

4 Database (Ms Access)

Programming Language

1 Html

2 Visual Basic

Special Skills

1 Typing

2 Trouble Shooting

3 Encoding

4 Customer Oriented

5 Knows SAP & Navision System

WORKING EXPERIENCE


Customer Service/Receptionist cum Cashier/ HR Assistant (Dec 2010 to Present)

            (ID DESIGN, Easa Saleh Al Gurg- Dubai, United Arab Emirates)


- handle & accommodates customer’s inquiries, complaints & manage all sales orders given by the sales staff. Provide monthly reports such summary of all orders made for all showrooms per branch. Provide customer service especially when it comes to deliveries, responsible in handling cash & card transactions while preparing a report for all the payments made within the day. Aside from that I have the responsibility also to take care of our employee attendance such as updating it in a daily basis in order to monitor their lates, absences & miss punch. 
1 Cashiering Supervisor Operations (Oct-2008-August 25, 2010)

(Robinsons Department Store, Balibago Angeles City Philippines)

Being in this field is not that easy, since the main responsibility of this job has something to do with cash transaction, being a good leader and providing customer service. Its main responsibility is to guide cashiers in all aspects of paying whether it is cash or through the use of credit cards. We also handle different kind of customers; in order to meet client expectations a quality customer service should be applied.

2 Customer Service Assistant

Pure gold Duty Free Clark Philippines (June-Oct 2008) 

Its main job is to assist customer by means of giving certain information about the current rate in the store, we are also responsible in acquiring customer service since we are the one who is very vocal when it comes to our promotion given by the store. We serve customer and give proper service so our client will be satisfied.

3 Customer Registration and Relation Representative

(Duty Free Philippines Fiesta Mall, Paranaque City Philippines) Jan-May 2008
Customer Registration and Relation Representative provides certain information to customers, we assist incoming passengers from abroad. We are also providing information about the current rate and products that can be bought in store. We are responsible to the fact that having that customer service we could make our client feel satisfied in their needs.

4 Logistic/Warehouse Assistant
(Sm Pampanga Philippines)

July 2007- Dec 2007
· Assist warehouse in loading and offloading of stocks, provides replenishment in all the stocks thru their department. Responsible in arranging all stocks by code, name, style and colors.

5 Receptionist

(Sunset Garden Hotel in Clark Pampanga Philippines)

Feb 2007-June 2007
-
Receptionist from the word “reception” our main job here is to encode certain files of our customers. We are also responsible in encoding employee’s background. And answer client’s inquiries through phone calls. We give them information about our promotions and the affiliate we have in our hotel. 

6 Secretary
(Philexcel Business Park, Clarkfield Angeles City Philippines)

May 2006- Jan 2007
Main responsibility is to assess all documents required when it comes to employee information such as personal files, their ids as well as attendance. Involved with the coordination and implementation of office procedures and frequently have responsibility for specific projects and tasks.
I hereby certify that all the above mention are true and correct with the best of my knowledge..
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