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CATHERINE 

JOB OBJECTIVE:________________________________________________________________
Seeking an Administrative / HR role where I can enhance and utilize my knowledge and skills. To be a part of an organization that offers opportunities for personal and professional advancement; to maximize my potential and be able to contribute in the growth and development of the organization.
KEY SKILLS:____________________________________________________________________
· Well-versed in  MS Excel, MS Word, MS PowerPoint, Outlook, CRM tool and Navision
· Strong organizational, Administrative and Analytical skills
· Excellent Communication and Coordinating skills
· Accuracy and close Attention to Details
· Reliable, Determined and Goal Oriented
· Demonstrated ability to work under pressure

· Team player and dedicated to provide high level of service
· Ability to maintain confidentiality
EDUCATION :__________________________   ________________________________________
Degree:

 Bachelor of Science in Psychology

                                        Our Lady of Fatima University




                           Valenzuela Metro Manila, Philippines




              1999 – 2003
EMPLOYMENT HISTORY:_______________________________________________________
Time Administrator, Team Leader, Customer Service Asst. 

Trading Company LLC                          

.

October 2005 – November 2015
Time Administrator
· Managed monthly payroll reports ensuring that overtime payments are in line with the budget at all times.
· Assisted employees in submitting requested letters, certificates, advance payments, loans and claims.
· Monitored employee’s time entries, absence report and liaised with the Line Managers for counseling/ disciplinary actions.

· Scheduled employee’s customer service assessment with the duty managers to track employee’s performance.
· Provided HR support and explained updated policies and procedures with the team members in a timely and effective manner.

· Established and maintained files, records, relevant HR forms and other important documents.
· Prepared and presented various daily, weekly and monthly KPI reports such as, CRM cases, CS Tracker, Visitor Analysis, Leave & Training Reports etc.

· Responsible for updating new employee’s details on Navision-SMS, assisted in identifying training programs by coordinating with supervisors and line managers.
· Arranged employee’s schedules, interviews, trainings, and executed other tasks allocated by the line managers.
· Recorded and transcribed management’s meetings minutes and communicate with the team members.
Team Leader
· Collaborated with co-workers in assisting customers in various customer service functions such as reception, information desk, home delivery, exchange & refund, merchandise pick-up, playroom area in a friendly and professional manner.
· Handled complaints and feedback competently, suggesting possible solutions to customer issues with adherence to the company’s procedures and policies.

· Planned yearly annual leaves and prepared weekly schedules ensuring maximum coverage on peak days.
· Ensured sufficiency of supplies, trolleys and shopping bags in the store especially on peak days.

· Monitored co-worker’s performance, provided appreciations and coached, mentored and trained the weak co-workers.
Customer Service Asst.
· Assisted customers by attending to their calls within the time frame given following the standard telephone etiquettes and fulfilling their needs by providing accurate details to their queries and demands.
· Answered/ transferred calls and conveyed precise message to all the desired employees/ departments. 

· Announced store activities and emergency codes whenever required.
· Organized, checked and filed all the updated contact numbers, extension lists, couriers, log-books, diary, bills and other necessary documents from time to time.
· Guaranteed children’s safety by ensuring they are cared for, safety rules are followed and adhered to and the control over children is maintained.

· Assisted customers in a friendliest way and obtained tasks in handling cash, cheque, credit note, gift vouchers and credit receipt.
· Ensured that no  items goes through the check-out point without being scanned and accounted for by maintaining efficiency in till operation  following the company’s procedures.
· Processed transactions promptly and maintained queuing/waiting time at cash counter. 

_________________________________________________________________________________ 
Sales Representative cum Cashier  
Marks & Spencer
Al-Futtaim Sons Company LLC
Deira, Dubai U.A.E.

August 2004 - May 2005
· Assisted customers by presenting the products and attending to their immediate needs and                    requests.
· Arranged and merchandised display products and goods according to store layout or plan.
· Carried out sales to achieve the showroom’s daily sales target. 

· Increased the volume of sales whenever possible and made every effort to control and reduce costs.
· Followed safety procedures carefully and correctly in functions such as till operation, replenishment, delivery, btf changes, customer order, inventory, etc.
· Responsible for checking and maintaining stock’s availability.
· Strived for continuous improvement in assisting customer.
_____________________________________________________________________________ 

Executive Information System (EIS) Encoder

ABS – CBN Interactive, Inc.
ELJ Communication Center Building

Mother Ignacia St. Quezon City, Philippines

Date: August 2002-March 2003

· Encoded customers’ information and ensured accuracy of all the details saved in the data bank.
· Compiled customers’ numerical and narrative information.
· Provided assistance in all marketing procedures.
· Maintained filing system and operation.
· Researched trivia quiz to be used in the game show.
·  Performed other related tasks as may be assigned from time to time.
ON THE JOB TRAININGS:________________________________________________________
Administrative Assistant

 ABS – CBN Interactive, Inc.

 Quezon City, Manila, Philippines
Stress Management Course
Our Lady of Fatima University

Valenzuela City, Philippines
Trainings @ IKEA, DFC, Dubai, UAE
@ In-House Training Room:

·  Customer Service Training
·  HEART Training

· Navision Training

· CRM Tool Training
@ Al Futtaim Training Center:
· Basic Telephone Skills Training
· Advance Telephone Skills Training
· Effective Communication & Interpersonal Skills Training 

· Email Etiquettes Training- Microsoft Outlook

· Evolving Supervisor Training

· Coaching Skills Training

PERSONAL DATA:_______________________________________________________________
Visa Status                     : Husband’s Visa

Birth date      

 : September 15, 1980
Nationality 

 : Filipino

Height         

 : 5’3”

Religion  

 : Roman Catholic
Languages

 : English & Tagalog 

Reference will be provided upon request._____________________________________________
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