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	Objective and Highlights of Qualification:

	To work  with a reputed organization that allow me to learn and implement new concepts and techniques, serve with professional standards, attaining the practice quality standard, while contributing towards the organizational and self-career goals. 
· Experience in secretarial and accounting.

· Work proficiently in Microsoft Office applications (Word, Excel and PowerPoint)

· Good communication skills and interpersonal relationship. 

· Know how to deal with Insurance :for approval and follow-up 



	Professional Experience:

	       AL ITTIHAD POLYCLINIC & DIAGNOSTIC CENTRE

          Al Tameer, Al Sawan St. Ajman, UAE
         RECEPTIONIST(November 20,2014-up to present)

· Answer a multi-line phone system, greet and direct guests. 

· Task includes receiving calls; and giving an appointment
· Entertain customers with their concerns or complains

· Follow-up for approval and dealing with the insurance

      K.M TRADING CO. L.L.C
   Al Tameer, Al Sawan St. Ajman, UAE
   Customer Service/ Cashier/ incharge in sales(Feb.10, 2011- February 14, 2012)
· Answer a multi-line phone system, greet and direct guests. 

· Task includes receiving calls for van and bus rentals.
· Entertain customers with their concerns or complains

· Cashier reliever

· In charge of ladies garments 
· In charge of perfume and make-up

· Monitor product stock and conduct inventory

COUNTRY LODGE
· Mambajao, Maasin, City Southern Leyte
· Receptionist / Cashier
· ( November 20, 2009- January 22, 2011)



	

	Educational Background:

	Tertiary:                                                          High School Level
Saint Joseph College (SJC)                                   Ichon National High School                                   

Maasin City, Southern Leyte                              Graduated: 2004                                              

Graduated: 2008   
Bachelor of Science in Commerce

               

	Training/Workshop: 

	 Practicum in Saint Joseph College, Finance Office
            Tunga-Tunga, Maasin City Southern Leyte

            Teller of  Office in Commerce Department 

            June 20, 2007- October 20, 2008

           Summer Job in Provincial Capitol Southern Leyte
           Maasin, City, Southern Leyte

           Assistant in Typing and Encoding of Provincial Treasurer

           April 04, 2005- May 26, 2005

           Training in Mlhuillier Pawnshop
           Tacloban, City

           Teller (December 2010-January 2011 )



	Personal Information: 


Age

:
28 years old

Birthday

:
November 26, 1987

Sex

:
Female

Civil Status          :
Single

Citizenship
:
Filipino

