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Performance Summary: 
Courteous, dependable Receptionist with 4+ years’ experience in performing a wide range of front desk, clerical, customer service and administrative tasks. Demonstrated talent in resolving customer complaints, handling high volume phone calls and answering customer queries. Exceptional verbal and written communication skills with a track record of multi-tasking, problem-solving and prioritizing work.                                                   
Professional Experience:
Cashier                                 




 February 2015 – March 2016 

 Majid Al Futtaim

Highlights of accomplishments:

• Highly skilled in using scanners, cash registers, and calculators to calculate the price of items that customers buy.
• Hands-on experience in accepting payments from customers and give change and receipts.
• Proven record of using the right process for cash, credit cards, or other types of payment.
• In-depth knowledge of handling returns and exchanges of goods.
• Thorough understanding of counting the money is in register at the beginning and end of shift.
English Online tutor, Private (Home-based)


May 2013 – January 2015

Davao City, Philippines

Highlights of accomplishments:

• Worked with students in small groups of 3 to 4 to help develop their basic reading and writing skills.
• Created lesson plans for all classes taught, including English, Grammar, and Vocabulary Development.

• Evaluated the progress of students and conferenced with parents about how their kids were doing.

Front desk receptionist





April 2012 - May 2013

Sonreir Apartelle  

Davao City, Philippines

Highlights of accomplishments:                 

• Greet visitors and employees courteously and cater for their special requests, needs and complaints.
• Answer and forward phone calls to appropriate individuals and departments.
• Schedule customer bookings and guide them about available rooms and suites.
• Prepare incoming and outgoing mail and packages.
• Oversee maintenance of the reception and waiting area.
• Coordinate customer payments and billing.
• Maintain cleanliness of reception area.
• Work independently and collaboratively on assigned tasks.
Educational Background

College:
Bachelor of Science in Business Administration

2009 - 2014



Marketing Major

Holy Cross College of Calinan




               
Calinan, Davao City, Philippines

High School: 
Dacudao National High School                   

2007 - 2008

               
Dacudao Calinan, Davao City, Philippines

Elementary: 
General Roxas Central Elementary School


2001 - 2002       

               
Dacudao Calinan, Davao City, Philippines

Key Skills and Qualifications

· Effective communication skills

· Computer and technical literacy.

· Professionalism and work ethic.
· Adaptability and flexibility.
· Punctuality and time keeping.
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