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OBJECTIVE
“I am seeking employment with a company where I can use my talents and skills to grow and expands the Company, to excel in this field with hard work, determination and dedication”

PROFILE SUMMARY

A business oriented professional with combined 5 years of experience in:

Encoding 





Data Processing




Costumer Service
Cashiering





Booking Appointment



Telephone Operator
Asst. Recruitment Officer


Asst. Time Keeper




Front Desk

Typing






Human Resources 




Basic Ticketing Booking














· Handle customer complaints and solving problematic situations
· Ability and experienced to relate to a wide range of people
· Having a excellent ability to remain cheerful and unflappable under pressure
· Excellent communications skills
· Proficient in Microsoft office (Word, Excel, PowerPoint, Outlook and Publisher)
· Willing to innovate the new things which can improve the existing technology
PROFESSIONAL CERTIFICATIONS

· Amadeus Basic Functionality Course 

· National ICT Summit 
· Job Hunting Seminar
· On Job Training 
CORE COMPETENCIES

· Solves problems while ensuring rules and directions are followed
· Polite and friendly manner with good telephone etiquette
· Ability to respond to the clients and anticipate their needs
· Skilled at both oral and written communication and operating a computer
· Ability to obtain information from several sources to address present needs
· Controlling emotions and remain positive behavior
· Ability to adapt changes while keeping focus on goal and apply knowledge to new circumstances 
· Exhibits respect and understand of others to maintain professional relationships

· Achieves goals in timely manner while providing excellent client service
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WORK EXPERIENCE

Receptionist cum Secretary, Club, Abu Dhabi, UAE (Feb 2014 to April 2016)

· Answer all incoming calls and respond queries
· Welcome clients by greeting them in person or on the telephone

· Provide information, directions and explain the term and condition of the club intelligible
· Arrange and book appointment of the clients and Confirmed their next schedule
· Update reminders of the clients appointment and calendars
· Receive and sort mails; and keeping important files
· Perform general office duties such as ordering supplies and maintaining records management system
· Responsible for the petty cash, payments and daily end sales report
· Monitoring logbook of employee, Farrier scheduled for the horses and horse feed
· Reporting the concern of the employee and clients to the CEO
· Responsible for the coffee shop, Tuck shop and inventory of the stocks
· Keeping the reception area and office tidy
Electronic Data Processing In-Charge Merchandising Department, Dynasty Management & Development Corporation, Philippines (Sept 2012 to January 2014)
· Responsible for incoming and outgoing invoices

· Ensured on hand stock before transferring the product

· Encode Receiver Authorization, Receiver Authorization Report and Return to vendor (Damage or Expire)
· Responsible for Incoming and outgoing products to the branches or inside the premises

· Ensured the right quantity of the actual items
· Yearend inventory
Utility Clerk HR Department, Dynasty Management and Development Corporation, Philippines (January 2012 to July 2012)
· Provide Exam for new applicants 

· Checking Exams

· Encoding 201 files

· Ensured schedule for interview

· Responsible for the requirements of the new employee 

· Sorting Files

· Monitoring man power to each department

· Responsible for the time keeper job if the in-charge is on leave

· Encoding overtime, leave form and back to work form
Utility Clerk HR Department, Shogun Management and Development Corporation, Philippines (July 2011 to January 2012)

· Provide Exam for new applicants 

· Checking Exams

· Encoding 201 files

· Ensured schedule for interview

· Responsible for the requirements of the new employee

· Sorting files

· Monitoring man power to each department
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EDUCATION

· Bachelor of Science in Information Technology, Binalbagan Catholic College, Binalbagan, Negros Occidental, Philippines, 2011
PERSONAL DETAILS

Date of Birth:


26-Novemeber-1988
Marital Status:

Single
Gender:



Female
Languages Known:
English, Tagalog, Hiligaynon and Cebuano
Nationality:


Filipino
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