
	
[image: image1.png]





RACHEL 

	


OBJECTIVE
Position as Receptionist /Secretary / Clerk / Office Staff where attention to detail and outgoing personality will benefit corporate employees, visitors, and business associates. To contribute my knowledge and skill in related areas, to apply these in an environment in which these skills are valued and valuable. To have and to create opportunities to improve and broaden my skill set to ensure that I continue to be an asset to colleagues and to the organization

 
QUALIFICATIONS
 
	         Professional Telephone Manner 
	         Business Correspondence

	         People and Service Orientation
	         Adept with Technology

	         Customer Focused
	         Transcription Typing 40 wpm 

	         Computer Literate (MS Word, Excel, 

            Powerpoint,Microsoftoutlook, Adobe Photoshop and internet
	         Accurate and Detail Oriented


WORK EXPERIENCES
POSITION:
SECRETARY/ RECEPTIONIST 



EMIRATES L.L.C


Building and Maintenance


Bur Dubai Dubai U.A.E 

Duties and Responsibilities:

· Perform routine correspondences and reports.
· Assists engineers and quantity surveyor in the preparation of Bill Of Quotations (BOQ)

· Assist in the preparation of Contracts, Purchase Order (P.O.), Invoices, Work Variation and other related documents.

· Received emails and disseminate to the person responsible and reply as per instructed

· Communicate with clients, suppliers and contractors for coordinated flow of information as per instructed.
· Incorporate with the existing office filing systems.
· Organized paperwork and other materials as needed for meetings as well as composing meeting agendas and minutes
· Managed office equipment and inventory of office supplies.
· Established minor administrative work as needed.
POSITION:
SECRETARY / MARKETTING ASSISTANT 



FARAH MANPOWER AGENCY



DOHA QATAR

Duties and Responsibilities:
· Monitoring applications and selections from different agencies.
· Managed all facets client support while establishing and maintaining a professional rapport.
· Sending emails according to their status purposes until their arrival.
· Complying of each complains of each housemaid form our foreign agency.
· Answering phone calls and attending their queries
· Involved in finalization of accounts
· Monitoring and review accounting and related system reports for accuracy and completeness.
· Generating sales report for meetings.
· Other duties as assigned.
POSITION:
RECEPTIONIST / WARD CLERK  


KING FAHD MILITARY MEDICAL COMPLEX



DHARAN, KSA 

Duties and Responsibilities:
· Maintains inventory so that supplies are available to meet the department’s needs.
· Delivers patient’s schedule slips and requisitions for procedure to the necessary departments as directed.
· Keeps patient’s medical records orderly in a correct sequence. Use the addressograph or handwrites legibly to assure all pages of each medical record are properly identified with the patient’s name, hospital number and room number.
· Receives incoming telephone calls and directs them to the appropriate personnel. Initiates calls for physicians, when requested.
· Refers inquiries about the condition of patients to Charge Nurse.
· Prepares admission packets.
· Maintains the nurse’s station and the unit in an orderly condition.
· Adheres to Policies and Procedures.
· Reports occurrences to the Head Nurse/Charge Nurse.
· Assists with staff orientation to the unit.
· Communicates with staff, patients, families and visitors in a professional and sensitive manner.

SPECIAL SKILLS:
Computer Literate (Knowledgeable in Microsoft Word & Excel,          Microsoft outlook), Adobe Photoshop, Basic Accounting, Typing, Bookkeeping.
ACADEMIC PREPARATION
TERTIARY EDUCATION
:
Bachelor of Science in Commerce





Major in Management, 

Minor in Marketing

Luzon Colleges, Dagupan City

1995-1999
PERSONAL DATA

BIRTHDATE


:
July 18, 1978

BIRTH PLACE


:
Dagupan City Philippines
SEX



: 
Female

CIVIL STATUS


:
Single

HEIGHT


:
5’2”

WEIGHT


:
55 kilos

NATIONALITY


:
Filipino

LANGUAGE/DIALECT

:
English, Filipino, Arabic
 
I hereby certify that the above information is true and correct.
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