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	OBJECTIVE
QUALIFICATIONS
	To contribute acquired experience along with knowledge and skills to challenge offering opportunities for growth. I am well rounded person who is open minded to adopt any challenge that eventually helps me to grow in my career.

· Computer literate, self-motivated and fast learner.

· Ability to work under pressure and multi-task system.

· Good interpersonal skills, demonstrate an energetic and positive attitude.

· Excellent literacy and numeracy skills.

	EMPLOYMENT
EDUCATIONAL

BACKGROUND

	TAKREER ENVIRONMENTAL TECHNOLOGY LLC

Sharjah United Arab Emirates

March 12, 2013 up to present

A.RECEPTIONIST CUM SECRETARY

JOB DESCRIPTION

· Screening calls.
·  Prepare and manage correspondence, reports and documents.
· Organize and coordinate meetings, conferences, travel arrangements.
·  Implement and maintain office systems.
· Maintain schedules and calendars.
· Arrange and confirm appointments.
· Organize internal and external events.
· Handle incoming mail and other material.
· Set up and maintain filing systems.
· Set up work procedures.
· Maintain databases.
·  Communicate verbally and in writing to answer inquiries and provide information.
·  Liaison with internal and external contacts.
· coordinate the flow of information both internally and externally
·  Operate office equipment.
· Manage office space.
B.DOCUMENT CONTROLLER 

JOB DESCRIPTION

· Keep all documents as per site requirement 

· Correspondence with consultant & main contractor 

· Immediately answer with technical details & drawings.

· Properly keep all documents as required manager & engineers 

· Priority of claim variations with help of engineers   
SECRET READYMADE GARMENT LLC
Sharjah, United Arab Emirates

March 10, 2010 – March 10, 2013

CD R KING

Mall of Asia, Pasay City, Philippines

August 7, 2007 -  August 6,  2008

SALES ASSISTANT
· Greeting customers who enter the shop.
· Be involved in stock control and management.
· Assisting shoppers to find the goods and products they are looking for.
· Being responsible for processing cash and card payments.
· Stocking shelves with merchandise.
· Answering queries from customers.
· Reporting discrepancies and problems to the supervisor.
· Giving advice and guidance on product selection to customers.
· Balancing cash registers with receipts.
· Dealing with customer refunds.
· Keeping the store tidy and clean, this includes hovering and mopping.
· Responsible dealing with customer complaints.
· Working within established guidelines, particularly with brands.
· Attaching price tags to merchandise on the shop floor.
· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit cards etc.
· Receiving and storing the delivery of large amounts of stock
· Keeping up to date with special promotions and putting up displays.

· Bachelor of Science and Information Technology (undergraduate)

              Ilocos Sur Polytechnic State College (2006 – 2007)


	PERSONAL DETAILS
	Birthday:                                                October 17, 1989 

Sex:                                                          Female

Age:                                                         26
Height:                                                    5’1”

Weight:                                                   51 kgs.

Marital Status:                                       Single                      

Nationality:                                            Philippine                            

Religion:                                                 Christian                         

Languages Spoken:                               English, Tagalog, Basic Arabic       


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

To HR Manager
Dear Sir/Ma'am,

I am very interested for the required position. As a professional, motivated and energetic individual, I have a lot to offer for the growth of your organization.

My extensive experience in providing support and secretarial services along with my commitment to organize smooth flow of work will be an asset for your organization. Working on the position of a receptionist takes a lot of commitment and hard work on the employee’s part – and I am well trained to deliver it. My strong capability in greeting guests, answering phone and scheduling appointments make me a competitive contender for this job. In addition, I have a demonstrated ability to manage time and stress efficiently so that normal flow of operations are maintained.

Furthermore, I am very skilled in computers including MS Office Suite, email and internet. My excellent communication skills and ability to work in a team environment combined with my capability to run multiple tasks simultaneously will also be an asset. Please refer to the enclosed resume which will provide you with further details about my qualifications and skills.

Thank you for your time and consideration.

