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DIESTA


OBJECTIVES:
· To secure a position in company which offers a professional working environment, enabling me to grow while meeting the company’s goal.

· To pursue a career wherein my experiences, education and skills will be developed and be fully utilized.

WORK HISTORY
 (March 2013-March 2016)

Mind Alliance Venture Inc.(Memoxpress)
Rm. 813 Pacific Centre Quintin Paredes St. Binondo, Manila

Technical Administration

· Responsibilities included receiving and distributing messages from telephone/email as appropriate, taking clear messages and passing these promptly to the appropriate member of the team using judgment of urgency. 
· Devising and maintaining office supplies including data management and filing.
· Performs general clerical duties including filing, photocopying, faxing and mailing.

· Prepares inventory of stocks / items.

· Follow-up clients 

· Follow up on customer inquire not immediately resolved.
· Identify and resolve clients concerns through call

· Provide customers with product and services information.
· Keeps and maintained a complete file of all branch records and must safeguard them from loss.

· Safe keep stocks in branch, record inventory movement and issues corresponding receiving reports, Sales Invoice, Delivery receipt, Cash Invoice and the like.

· Sending e-mails to the clients regarding the updates of their units
Mind Alliance Venture Inc.                                                                (November 2011-February 2013)
Mind Alliance Venture Inc.(Memoxpress)
Rm. 813 Pacific Centre Quintin Paredes St. Binondo, Manila
Customer Service Representative
· Liaising and building relationships with clients.
· Provided reception duties on behalf of the team, which involved providing face-to-face contact for visitors in a responsive and courteous manner. 

· Responded to queries promptly and in a friendly manner. 
· Handling of Customers to ensure satisfaction of service.
· Receiving repair units of clients or branches
· Releasing repaired units claimed by clients or branches
ON-THE-JOB TRAINING
Philippine Overseas Employment Administration (POEA) Landbased Center Middle East Division 2nd Floor, BFO Building Ortigas Avenue, cor. Edsa, Mandaluyong City
· Set up and maintain filing systems.
· Communicate verbally and in writing to answer inquiries and provide information.

· Assisting clients for the documents needed
· Perform other related duties as required
SEMINARS ATTENDED

“Pre-Employment Orientation Seminar (PEOS)"
  Philippine Overseas Employment Administration

January 7, 2011

 “Job Induction Seminar”

Asian Institute of Computer Studies
Commonwealth Branch
September 22, 2010
EDUCATION  
                    Computer Science
  Asian Institute of Computer Science 

AICS Building, Commonwealth Ave. Cor. Holy Spirit Drive, Barangay Don Antonio, Quezon City                                                                                                                                                   2009-2011

PERSONAL INFORMATION
Nationality
:

Filipino

Gender

:

Female

Civil Status
:

Single

Birth Date
:

October  30,1992

Religion
:

Roman Catholic

Type of Visa   :                       Visit Visa
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