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OBJECTIVE:

To obtain employment in a multicultural and dynamic organization where I could fully utilize my skills, knowledge and experiences; To belong in a team-oriented and goal-seeking environment thus optimizing my passion for continuous learning and development.

Computer Skills:


Proficient in office application such as Microsoft  word,  & excel. Knowledgeable in Point of Sale & in internet application.
TRAINING ATTENDED:

Iqor Clarkfield Pampanga

BPO Readiness Program/Call Center Agent
15th December 2015 

ON THE JOB TRAINING:

Younan Beauty Centre

Sharjah, U.A.E.

Beautician/ Receptionist

· Facial ( Esthederm / Sothys  and histomer products )

· Creative ( Marine Spa, Solar manicure/ Raw Earth pedicure)
·  Point of Sale
· Bio-sculpture (gel color)

· Candle Massage ( Orli )
WORK EXPERIENCED:
Job Title

:
Beautician / Receptionist 

Company Name
:
Younan Beauty Centre


Company Address
:
Sharjah, U.A.E.







Inclusive Date
            :
3rd October 2005 - up to 15th October 2015




DUTIES AND RESPONSIBILITIES:

· Answer telephone calls & connects it to the concerned person.

· Maintains proper office records & comprehensive filing.

· Handles business correspondence, incoming faxes & emails.

· Prepares Daily Sales Report electronically.

· Independently handles costumers complaints.

· Knowledgeable in waxing material in cloth or Arabic.

· May clean, shape, and polish fingernails and toenails.

· Suggests cosmetics for conditions, such as dry or oily skin.

· Performing assigned services within appropriate time allotted for the particular service.

· Providing consistent and professional hand and foot nail treatments according to spa requirements, accepted certification practices and customer preferences.

· Upholding high standards of sterilization and sanitation as required by law and the policies and procedures of the spa.

· Apply finger and hand pressure to specific points of the body.

· Assess clients' soft tissue condition, joint quality and function, muscle strength, and range of motion.

Job Title

:
Operator

Company Name
:
Nanox Philippines


Company Address
:
IE-5 Clark Special Economic Zone Clarkfield Pamp.Phils.

Inclusive Date  
:
04th August 2003 - 04th January  2004





DUTIES AND RESPONSIBILITIES:

· Operator

· L.C.D. inspection

Job Title

:
Secretary

Company Name
:
Roel's Food Corporation


Company Address
:
Duquit, Mabalacat Pampanga Phils.

Inclusive Date
            :
05th June 1996 - 01st March 2002





DUTIES AND RESPONSIBILITIES:

· Preparing payroll, request payments, and any other requirements requiring finances.

· Submitting employee's evaluation to the administrative officer for regular appointment.

· Monitoring attendance of employee's & submitted report & recommendation for any disciplinary action needed.

· Processing of employees benefits.

· Provide general secretarial support to the General Manager.

· Coordinate the hiring process of the job applicants & conducts test examination.

· Responsible for keeping personal file for all employee's.

EDUCATION ATTAINMENT:

Vocational

:
Basic Computer (ICDL)






Non Formal Education







Sta Ines, Mabalacat Pampnga Philippines






2002 




:
Jocson Junior College





Rizal Street, Angeles City





Cosmetology





1989 (6th Month)


Secondary

:
Pampanga Agricultural College Ext. School






Dolores, Magalang Pampanga






1984 - 1988


Primary

:
San Roque Elementary School






San Roque, Magalang Pampanga






1978 - 1984

PERSONAL DATA:

Civil Status


:
Married

Date of Birth


:
29th November 1971

Gender



:
Female

