 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Whats app  Mobile:+971504753686

 Gulfjobseeker.com CV No:1571850

E-mail: gulfjobseeker@gmail.com
CAREER OBJECTIVE
To apply in a very challenging position that will enhance my skills, attain career advancement and to be a role model to others by sharing, utilizing and imparting the knowledge and experience acquired for the benefit of all.

QUALIFICATION SUMMARY
· Excellent in oral and written communication.
· Literate in computer and knowledgeable in Microsoft Programs.

· More than 6yrs in retail operation, customer service and secretarial.

· Excellent in good customer service, can handle difficult situation and provides an appropriate solution, ability to work under pressure.
· Knowledgeable in leadership skills, time management, math and budgeting, analytical skills and decision making skills. 

· Can handle multitasking job and with good etiquette handling telephone
· Hardworking, reliable, trustworthy and flexible person towards completing any task in a timely and effective manner.

· People oriented.

WORK EXPERIENCES
October 6, 2013 up to present
Al Baker Group,

Real Estate/ Facilities Management
Reporting to Facilities Manager
Call Center Executive/Customer Service Executive
· Handling incoming and transfer telephone calls and responding to customer requests.
· Dealing with difficult tenants/ client.
· Resolves problems by researching and exploring answers and alternative solution.
· Fulfills request by clarifying desired information; completing transaction; forwarding the request and complain by the tenants.
· Encoding and updating database in the system with the possible changes and the customer status.
· Ensure customer complaints are recorded and acted on. Ensure the satisfaction of the customer/tenants.
· Handling busy switch board and do multitasking, attending briefing and meetings as per departmental requirements.
· Performing general administrative works to the department and staff including routine mail distribution, mailing and announcement, staff daily attendance, monthly overtime and leave application.
· Other duties assigned.
July 19, 2010 - February 12, 2012

Armed Forces Hospital-King Abdulaziz Naval Base

Jubail KSA
Reporting to Hospital Director

Laboratory Secretary/Receptionist/CME Secretary
· Types a variety of memos, manu-scripts, correspondence, reports, minutes, schedules and forms.
· Answers telephone calls, refers to appropriate individual or takes messages.
· Processing and checking the insurance of the patients.
· Maintains inventory of office supplies.
· Maintains records for the department according to all regulatory agencies and departmental policies and procedures.
· Received and enter samples and delivered to section.
· Released results to its departments.
· Sends out surgical specimens for special testing, biopsy and records information.                                                                    
· Responsible for data entry, including registration, attendance and evaluation summaries for CME activities.
· Functioning as the receptionist for the department, including greeting visitors, answering the telephone, monitoring CME email, and general course preparation.
· Prepares for educational activities planned by the department including printing and preparing badges, sign in sheets, and ensures that course check list in completed. 
· Assist with registration process for CME activities the day of the course.
July 15, 2008 – August 05, 2009           
Swiss Arabian Perfume, 
Reporting to Senior Supervisor
Shop in Charge
· In charge of entire stores and the employees, making sure it runs smoothly, cleanly and meets and budget or sales goals.
· Promotes products and demonstrate the brands.
· Planning and promoting the daily schedule of employees and the business.
· Ensure high levels of customer satisfaction through excellent service.
· Coordinate and report to the Senior Management.
· Coordinate and discipline employees, maintain outstanding store condition and visual merchandising standards.

· Deal with all issues that arise from staff or customers (complaints, grievances etc.)
· Providing feedback to sales staff.

· Propose innovative ideas to increase market share.

· Contributes to team effort by accomplishing related result as needed.

September 1, 2007 - June 15, 2008      
Zigzag Hospital, Mabini Philippines
Reporting to Hospital Director
Secretary
· Schedule and confirm patients diagnostic, appointment and medical consultation.

· Complete and record medical charts.

· Prepare correspondence letters using computer.

· Operate computer for emails.

· Receive payments from patients and issue receipts for such.

· Take the patients vital signs.

· Maintain the doctor’s office.
February 1, 2006 - February 24, 2007
SVI - Super Value Incorporation SM City Batangas, Philippines
Reporting to Customer Service Manager
Customer Service Supervisor
· Monitoring the team performance.

· Prepares and submits daily sales report.

· In charge in selling area and monitoring all the sections which to be added the quantity on display. 
· Assisting the staff by performing the tasks, helping with training and development.
· Handling complaints (from both staff and customer).
· Provides good customer care.

· Reporting to senior management.
· Other duties as assigned.
TRAINING AND SEMINARS

June 2005 - October 2005                                   Foundation of Midwifery Practice

Saint Patrick Hospital and Medical Center (SPHMC) Batangas City
San Jose District Hospital (SDJH) San Jose, Batangas

Bauan General Hospital (BGH) Bauan, Batangas

EDUCATIONAL BACKGROUND

Tertiary:
2003- 2005                             Associate in Health Science Education BS in Nursing

         Lyceum of the Philippines Batangas

            

2005

         Midwifery

         University of Batangas

Secondary:       1998- 2002              
         Saint Francis Academy

Primary:            1992- 1998                 
         Gasang Elementary School
PERSONAL BACKGROUND

Date of Birth:



         September 9, 1985
Age:




         27yrs old

Marital Status:



         Married
