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SARAH 

Information & Communication Technology
Skilled Information & Communication Technology with 2 years of diversified industry work experience offering in administration, technical support, customer service and client coordination. Remarkable 2 years of experience in secretary / cashier providing service by communicating. Also 2 years Receptionist Clerk of Landscaping company.  Work well independently, or in a group setting providing all facets of computer support as troubleshooting, installations, and maintenance. Easily identify and resolve technical issues and concerns. Excellent in oral and written communication.
STRENGHTS:
· Broad –based work profile with various trainings.
· Excellent skills in providing Customer Support
· Familiarity with hardware, technicalities and networking concepts. 
· Knowledgeable with MS word, excel, and power point presentation.
· Detail oriented, quickly adaptable, resourceful and ability to multitask effectively.
· Well-honed listening skills and excellent oral and written communication skills.
· Strong interpersonal and analytical skills.
CAREER SNAPSHOT:

Receptionist Clerk, Prada Rosso Garden Supply L.L.C

July 2014 up to present

International City, Dubai, United Arab Emirates



Branch Secretary / Cashier, Metro Motorbikes Corporation

Oct 2012-March 2014


Binmaley, Pangasinan, Philippines



Job – Order Intern (Assessment Focal Assistant), TESDA-PSAT
June 2012-Sept 2012


Lingayen, Pangasinan, Philippines
JOB PROFILE:
Receptionist Clerk
	· Operate telephone switchboard to answer, screen, or forward calls, providing information, taking messages, or scheduling appointments.
· Greet persons entering establishment, determine nature and purpose of visit, and direct or escort t hem to specific destinations.
· Receive payment and record receipts for services.
· Transmit information or documents to customers, using computer, mail, or facsimile machine.
· Hear and resolve complaints from customers or the public.
· Schedule appointments and maintain and update appointment calendars.
· Perform administrative support tasks, such as proofreading, transcribing handwritten information, or operating calculators or computers to work with pay records, invoices, balance sheets, or other documents.
· File and maintain records
· Provide information about establishment, such as location of departments or offices, employees within the organization, or services provided.
· Collect, sort, distribute, or prepare mail, messages, or courier deliveries
· Keep a current record of staff members' whereabouts and availability.
· Process and prepare memos, correspondence, travel vouchers, or other documents.
· Take orders for merchandise or materials and send them to the proper departments to be filled.
· Calculate and quote rates for tours, stocks, insurance policies, or other products or services.

	

	
	


Branch Secretary / Cashier

· Managing of filing system and various administrative duties
· Helping in screening, sorting, and responding to incoming calls and e-mail correspondence
· Gathering, analyzing, and summarizing data fir briefs, reports, and correspondence system and manual files in order to provide accurate information.
· Using variety of software packages, such as Microsoft Word, Outlook, Excel, Etc. to produce correspondence and documents and maintain records, spreadsheets and databases.
· Operating equipment office equipment such as printers, copiers, and phone systems, and set up own computer desk.
· Providing basic technical assistance to other staff when needed.
· Maintained ongoing communication with the customer so that the customer is informed of the steps, timeline and recommended solutions to the customer’s issue.
· Maintained clear and accurate records of all customer interactions and professionalism at all times.
Job – Order Intern (Assessment Focal Assistant)

· Operating equipment office such as printers, copiers, and set up own computer desk.
· Providing basic assistance to other staff when needed.
· Managing of filing paper works and other administrative duties
· Served as assistant for other administrative department.
TECHNICAL SKILLS:
Software/ Application:
Microsoft Office, Excel, Outlook, Power Point Presentation, Internet Savvy 

CERTIFICATES:
· COMPUTER HARDWARE SERVICING NC II

VALID: July 20, 2012- July 20, 2017
EDUCATION:
TERTIARY:

Bachelor of Science in Information & Communication Technology

Pangasinan State University (PSU)

Lingayen, Pangasinan, Philippines
June 2008- April 2012

VOCATIONAL:

Personal Computer Operation

Pangasinan School of Arts and Trades – 
Technical Education and Skills Development Authority (PSAT-TESDA)

Pangasinan, Philippines

June 2007- April 2008

PERSONAL DETAILS:
NATIONALITY

:
Filipino

CIVIL STATUS

:
Single

GENDER


:
Female
DATE OF BIRTH

:
January 6, 1991

LANGUAGES

:
English, Tagalog 

VISA STATUS

:
Employment 
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