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                     JELILYN 
OBJECTIVES:
To obtain a secure career in a multinational organization, that provides personal growth and to contribute my knowledge, experience and skill towards the success of the company.  
KEY SKILLS:
· Highly motivated / Flexibility
· Self confident 
· Stress tolerant
· Able to communicate effectively

· Able to work under pressure 

· Good verbal and written communication skills
· Always with a positive outlook and possesses good learning attitude.

· Flexible and willing to learn.
· Exceptional follow-through and communication skills.  

IT LITERACY

· Good knowledge of computer hardware / Good typing speed.

· Knowledgeable in MS Office Application ( MS Word, MS Excel, MS Powerpoint )
WORK EXPERIENCE:

Secretary Cum Receptionist
July 20, 2013 - up to present
Abu Dhabi 

JOB DESCRIPTION:

· Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages
· Performed general secretarial duties, including – meeting scheduling, appointment set up, faxing and mailing.
· Accepted letters and packages delivered to the front desk and distributed to appropriate staff.
· Handled delicate situations, such as – customer requests, special need and complaints.
· Completes requests by greeting customers, in person or on the telephone.
· Received and assist clients and escorted them to correct destinations, offices, rooms or meeting rooms.
· Maintained a neat, tidy and pleasant appearance of the reception area.
· provide information to callers

· Interacted well with the public 
· monitor visitor access and maintain security awareness

· prepare correspondence and documents

· control inventory relevant to reception area

· File and update contact information of employees, customers, and suppliers.
· Took verbal and written messages and transmitted them to exact person/destination.
· Coordinated maintenance of the front desk reception area equipment, furniture, and lighting. 
· Set up work procedures and maintain filing systems.
CASHIER
              October 15, 2012 – July 19, 2013

             Abu Dhabi 
  
JOB DESCRIPTION:
· Follow the (SOP) Standard Operating Procedure of the company.

· Check and prepare the petty cash.

· Enter your own pin code.

· Always great the customer with a pleasant smile.

· Entertain and assist the customer.

· Punch the product or items by the customer choices.

· Make sure that the product that you punch has no damage.

· After you punch the product tell the customer the total amount.

· Give the exact change to the customer.

· Always say “Thank u come Again” to the customer.

· Maintain the systematic cleanliness of the counter area.

· Compute and check the correct sales payment for the whole day and give it to the accountant.


SECRETARY / OFFICE IN CHARGE 

December 04, 2010-October 10, 2012


Amorfino Supermarket - Poblacion, San Mateo, Isabela
     
JOB DESCRIPTION:
· Provide full secretarial support to Human Resources Manager..

· Handle all incoming correspondence.

· Prepare wide range of communications, reports and documents..

· Prepare and distribute minutes of meetings.
· Responsible to monitor the price of all items/products.

· Co-ordinate and follow up on interviews.
· Maintain complete employee database and maintain staff administrative records.
· Update and maintain internal staff contact list.
· Monitored and advertised vacancies.
· Responsible to update and check all suppliers price list.

· Responsible to monitor Receiving Area and Back Office Department.

· Making payroll of all employees.
· Organize travel arrangements for staff.
· Monitor and maintain office supplies.

· Update and maintain databases such as mailing lists, contact list, and client information.

RECEIVING SUPERVISOR / SECRETARY
June 8 2008 - October 10, 2010
628 Philmart - Bulacan

         
JOB DESCRIPTION:
· Responsible to monitor deliveries and all incoming/outgoing items/products at the receiving area.

· Responsible to monitor day to day operation of the Receiving Area.

· Receive all deliveries sales invoice in the system.

· Responsible to monitor all Bad Order or damage items and return to the suppliers.

· Responsible to prepare purchased order of all the suppliers.

· Encoding all the new items/products in the system.
· Arranging and filing all the paper works.
SALES EXECUTIVE
February 5 2005-August 05, 2005
Zenco Sales Inc..- Santiago City

JOB DESCRIPTION:

· Always great the customer with a pleasant smile.

· Assist and entertain the customer.

· Advises the customers on forthcoming product developments and discuss special promotions.

· Always say “Thank You Come Again” to the customer.
PERSONAL INFORMATION

Birthday & Place:

July 30, 1988, Philippines

Age:



27 years old 

Gender:


Female

Marital Status:

Single

Religion:


Roman Catholic

Height:


5 feet and 2 inches

Weight:


55 kg

Nationality:


Filipino

EDUCATIONAL BACKGROUND

      LEVEL:

               SCHOOL ATTENDED:
  
                        YEAR GRADUATED:

    Tertiary:

    Southern Isabela College of Arts & Trades        
  April - 2008

    Course Taken:
    Hotel and Restaurant Management

  
    Secondary:
  
    Salinungan National High School 


  April -  2004
    Elementary:
    Malasin Elementary School 

              
  March-2000

TRAININGS / CERTIFICATES
· On Job Training           
 :

 Housekeeping / Front Desk

 
 Aaron Hotel And Resort
 May 5, 2007
· Supervised Industry Training  :
 
 Bartending  

 

 Ocho Rios Hotel and Restaurant  
  

 October 25, 2007
· On Job Training
        
:
 
 Front Desk






  

 Rosato Hotel, Café & Restaurant


                      

 
 March 13, 2008
· Certificate of Training   
:   

 Front Office Services NC II

   
 
 (TESDA) – January 31, 2008
· Certificate of Training :

 
 Nutrition & Food Technology

 (TESDA) - March 30, 2007
· National Certificate II :


 Housekeeping







 January 29, 2008




I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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