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OBJETIVE

To be part of an organization where I could use and enhance my knowledge and talent or the development of both organization and myself.
	EDUCATIONAL ATTAINMENT

LAGUNA STATE POLYTECHNIC UNIVERSITY
Los Baños Campus
Los Baños, Laguna
Bachelor of Elementary Education


April 2008
LICEO DE BAY
San Aguatine, Bay Laguna
April 2004
LOPEZ ELEMENTARY SCHOOL
Los Baños, Laguna
March 2000


LADY 
INFORMATION




WORKING EXPERIENCE

GENDER:



TANVEER AHMED ROAD CONTRACTING LLC


Female



STATUS:



Receptionist-Sales Coordinator

Single



February 04, 2016 to Present
AGE:


28




GRAND ROSE MONTESSORI SCHOOL INC.
BIRTH DATE:



Villa de Calamba, Calamba City

Nov. 24, 1987


Pre-Elem teacher
HEIGHT:



May 2012 to Dec. 2012

5’2

RELIGION:



MAAHAS ELEMENTARY SCHOOL

Roman Catholic


Maahas Los Baños Laguna
LANGUAGE:



Pre-Elem teacher

Tagalog/English


April 2011 to March 2012







BLESSED NAZARENE SCHOOL







Villa de Calamba, Calamba City







Grade II- Adviser







June 2009 – April 2010

JOB DESCRIPTION
· Effectively & professionally answering the telephone and dealing with enquiries.   
· Effectively communicating with costumers in professional and friendly manner.

· Ordering and ensuring the delivery of goods to costumer.

· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Receiving deliveries, couriers, incoming faxes & arranging distribution to recipients. 

· Logging information on calls received and maintaining detailed records.

· Organizing the meeting rooms.

· Typing letters, reports and other documents often of a sensitive and confidential nature in corporate house style.

· Ensuring that the reception & meeting room areas are clean & welcoming.

· Scanning documents and updating internal systems.

· Archiving paper files (and coordinating off site filing resources).

· Booking meeting rooms and making suitable catering arrangements as requested.  
	SPECIAL SKILLS
· Computer Literate
· Can perform Office works
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