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Vanessa 
Objectives:
To find a fulfilling career path, that will allow me to fully nurture personal and professional advancement in dealing with people in a dynamic corporate environment. Applying acquired knowledge from previous experiences and enhances productivity to workplace. Gain new knowledge to further enhance productivity and increase efficiency in work place.
I am presently seeking an opportunity to join in a well-respected company.
Academic qualifications:
· Bachelor of Science in Entrepreneurial Management Polytechnic University of the Philippines 
SY: 2011-2012 
· Bachelor of Science in Office Administration Major in Computer The National Teachers College 
SY: 2003 – 2004 
Areas of expertise
· Target driven Negotiating Closing sales 
· Knowledgeable in Computer and MS Office (Excel, Word) 
· Knowledgeable in using POS 
· Knowledgeable in using VeriFone terminal and other Credit Cards terminal and handling merchandise, deliveries, inventories and displaying merchandise. 
· Possessing excellent customer and interpersonal skills and can work under pressure. 
· Ability to use own initiative and think outside the box to achieve objectives 
· Excellent communication skills 
Work Experience
Secretary / Receptionist
Indigo Icon JLT Dubai
Jan. 8 2014 – May. 20, 2016
Specific Duties and Responsibilities:
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 
· Call and search potential clients for the bitumen products. 
· Complete forms such as Proforma Invoice, Corporate Offer, Contracts and other documents in accordance with company procedures. 
· Compose, type, and distribute meeting notes, routine correspondence, and reports. 
· Sell, discuss and explain company offers and products and payment methods and terms through phone and emails. 
· Locate and attach appropriate files to incoming correspondence requiring replies. 
· Make copies of correspondence and other printed material. 
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 
· Manage projects, and contribute to committee and team work. 
· Operate electronic mail systems and coordinate the flow of information both internally and with other organizations. 
· Order and dispense supplies. 
· Prepare and mail checks. 
· Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications. 
Pace-e-Luce Hair and Beauty Salon
Receptionist cum Cashier
Dubai Marina Mall
January 1 2013- January 7, 2014
Specific Duties and Responsibilities:
· Address every incoming phone call and mail (e-mail and otherwise) for the company mail then, has to be forwarded to respective departments and/or people. 
· Keep a check on the office supplies; monitor the inflow and outflow regularly, and maintain records. The office supplies have to be stocked for future use, and should always be present when employees need them. 
· Answering visitor inquiries about the company, directing visitors to appropriate contacts, sorting mail, answering incoming calls, and arranging appointments for guests to meet with company staff. 
· Accepts cash, checks, or bankcards for payment; completes check and bankcard transactions according to established procedure. 
· Counts money, gives change and issues receipt for funds received. 
· Calculates discounts or references; requests customer identification for certain discounts and receipts as required. 
· Maintains sufficient amounts of change in cash drawer. 
· Balances cash drawer and receipts; documents discrepancies. 
· Assists in other areas of store, such as clean-up, shelf-stocking, or keeping merchandise displayed in an orderly manner. 
Personal
Age
32
Birth Date
22nd February 1984
Civil Status
Married
Language Spoken
English, Tagalog, Spanish
Visa Status
Cancelled
Driving License
Yes (Automatic)
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