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“To work in a stable company wherein I can enhance my knowledge and capabilities while seeking for its continuing progress. To give quality work to the company through excellent and dedicated effort to the task ascribe for where my talent, competence and experienced can be used fully.”
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To get contact details of this candidate Purchase our CV Database Access on this link.

http://www.gulfjobseeker.com/employer/services/buycvdatabase.php 

Skills

· Computer Literate
· Capable to do things independently and quick learner
· Flexible and hard working
· Good communication skills and interpersonal skills
· Good work ethics
· Able to handle multiple assignments under high pressure
· Practical knowledge of Japanese language
· Typing skill 40wpm
Education

Holy Angel University, Angeles City Philippines

1996-1998|Associate in Computer Secretarial

Experience

Secretary cum Receptionist October 2012 – January 2015

Royale Business Club International Inc. Angeles City, Philippines

o
Greet, assist and/or direct visitors

o Dealing queries from the public and clients o Maintains files and financial records

o
Prepares Invoices and Quotations.

o
Maintain an adequate inventory of office supplies

Supervisor cum Receptionist 2008-2009

Wensha Spa Inc.| Manila, Philippines

o Provide appropriate orientation for the employee addressing such topics that are listed on the new employee orientation checklist
o
Assigning certain duties to the employees


o Approving time records and requests time off and leave forms o Store, file and retrieve corporate documents and reports

o Monitor staff to ensure efficient and effectively provide needed services while staying within Spa premises.
o
Manage the company’s lobby area

o
Greets and directs all visitors and clients

Admin/Receptionist 2005-2008

Oki Electric Industry |Kawasaki, Japan

o
Greet and welcome visitors to the Offices, ensuring they sign in the visitor’s book and informing the relevant member of staff of their arrival.

o
Monitor and ensure that the reception area is kept tidy and projects a business-like image.

o
Check and sign for deliveries, before informing the relevant member of staff of their arrival. Deliveries by post or courier will include valuable items (cash, passports). Follow procedures and ensure security of valuables.

o
Collate and update staff lists, overseas offices and contact details regularly.

o Receiving and transferring telephone calls, announcing callers, taking brief messages and passing these on via the email system or connecting callers to staff members personal direct line voicemail.

o Train all new staff in the operation of the telephone system, as part of the New Staff Induction process and take a pro-active approach to ensuring existing staff are properly
trained on making full use of the system.

o
Provide office supplies (Stationery & kitchen supplies) for staff and maintain adequate stocks; task includes ordering new supplies, identifying new suppliers and obtaining the best price for Alert.

o Provide administrative and general support to the Facilities Manager in ensuring compliance with Health & Safety Regulations.
o
Induct new staff and volunteers in office procedures, Fire Safety and Health & Safety.

o Process invoices for the team including validating and obtaining authorization for payment.
o Contribute to team-wide communications and knowledge management, and participate in organization-wide events and discussions on related topics/projects.
Barista 2004 - 2005

Firenzzi Coffee Shop / Angeles City, Philippines

o Provides quality beverages, whole bean and food products o Greets and directs all customers

Message Handling Specialist 1999 - 2000

ICTI – Jaspage Inc. / Manila, Philippines

o Handle special telephone tasks like call transfers, taking messages, call backs, hold interruptions, and unintentional disconnects
Office Assistant

Banco de Oro Universal Bank 1998 – 1999 / Manila, Philippines

o
Performs clerical tasks

o
Sorts and routes incoming materials

o
Handles inbound and outbound telephone calls

Personal Information:

Date of Birth:
11 October 1978

Nationality:
Filipino

Marital Status:
Single

Visa Status:
Visit visa
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