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SKILLS


Well-versed in operating cash registers and adding machines


Highly skilled in accepting checks, cash, and other forms of payment from customers


Proven ability to count the cash in drawer at the start and end of shift


Demonstrated ability to prepare specific types of funds, including traveler’s checks, savings bonds, and money orders


Adept at managing accounting procedures


Special talent for performing reconciliation procedures





Qualification:


ProficientinMSApplication


(MSOffice)


Hardworking,energetic,andflexible


PossessesgoodcommandinEnglish


(oralandwritten)


Maintainexcellentinterpersonalskills


Canworkunderpressure.
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Professional Profile:


Toworkandbepartofareputedandfast-growingcompanywhereIcanutilizemy knowledgebyprovidinggreatsatisfactionandexcellentservicetocontributein achievingthecompany’sgoals.





















































WORKEXPERIENCE:





Receptionist / Secretary


ALAHALIAMONEYEXCHANGEBUREAU


Abu Dhabi, UAE


August 2011–May 2013





Duties/Responsibilities:





Develop&maintaingoodworkingrelationshipwithcustomers.


Formulateproductpackages&makeeffectivesalespresentations.


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


Fulfil all reasonable requests from guests to ensure their comfort, satisfaction and safety


Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment


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 furniture, fittings and equipment


Provide reports, as required, in 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





AssistClientsinfriendlyandpoliteway








CostumerService


DanikInt’l.GenTrading(Electronics)LLC


AbuDhabi,UAE


September2008–September2011 





Duties/Responsibilities:





Monitordailystocks


Monitormachineseverynowandthen


Assistcustomersneed


Makedailyreportattheendoftheday


Preparesorderlistandsendatthedesignatedstockholder


Alwaysclearstheworkingarea


Maximizesalesandprofitabilityforthecompanythroughextendingthehighestlevelofcustomerserviceandhospitabilitytoourinternalandexternalcustomers.


Minimizinglosstothebusinessthroughstockmanagementandfollowing companypoliciesandprocedures.


Updatessuperiorsinanyofmyproductlinewhichareverycompetitive.








Secretary/ Receptionist


AvonAgapeCenter


BaguioCity, Philippines


April2006–January2008 





Duties&Responsibilities:


Extendingpersonalservicetothecustomerandassisttheminalltheirneeds.


Assistthemanagingdirectorinhisdailyschedules.


Performsclericaldutiessuchasopeningandsortingmailsandfiles correspondenceanddocuments.


Attendingincomingandoutgoingcallsinafriendlymanner.


Preparingpettycashvouchersandotherbankingjobs.


Preparingnewfilesfornewclients.


Encodingandfillingofofficialdocuments.


Managing diaries and making appointments


Booking rooms and travel arrangements


Preparing and distributing papers and documents for meetings














PERSONALDATA:





Nationality: Filipino 


Visa Status: Tourist


Date of Birth: November 25 1983


EDUCATION:





Elementary:


Aguinaldo ElementarySchool


1990-1997





Secondary:


PinesCity NationalHighSchool


1997-2000














