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OBJECTIVE 
To contribute to the accomplishment of the company`s mission and objectives while performing my skills and broadening my work experience. 

PROFILE 
· Proficient in MS Office - Word, Excel, PowerPoint & Outlook, Internet Savvy 

· Strong organizational and time management skills 

·  Flexible and can handle multi task 
WORK EXPERIENCE 
OFFICE CLERK GENERAL

Business Services

Nov. 2, 2014-up to present
· Receive, direct and relay telephone messages and fax messages

·  Arranging courier for International/Local
· Maintain the general filing system and manage the book record
· Maintain an adequate inventory of office supplies  

· Deal with all enquiries about visa and document legalization in a professional and courteous manner, in person, on the telephone or via e-mail.
· Answering phone calls about queries and provides correct information to customer 
· Provide word-processing and secretarial support
· Types all immigration typing (emirates id, medical, visa)
· Responsible for  making a fallow up  for attestation agent 
· Telemarketing 

· Handling petty cash

Customer Service Associate
PJLhuillier Incorporated 

Cebuana Lhuilier Tanay,Rizal - Philippines 

Sept.2013-Oct.2014

· Provides good assistance to customer in regards to money remittances, bill payments, 
· Mobile top-up and collections. 
·  Offering life insurance and loyalty card (24k card) to prospect clients. 
·  Create month end sales report 
· Provides secretarial support to the department head when needed 
·  Answering phone calls about queries and provides correct information to customer 
·  Manage and updates company data base and clients personal record 
· Coordinates with the other branches in terms of money matter and foreign exchange
Receptionist/ Admin Assistant 
May 2011-September 2012 

Rizal Thunderbird Casino Resort 

East Ridge Ave.Binangonan Rizal- Philippines 

· Manage the reception answer the queries of customer about the resort and handles the calls received in the reception and transfer to concerned department 
· Managing the couriers, fax correspondence and mail room; responsible in verifying the invoice from courier service provider to make sure all charges are valid. 
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail 
· Administer all reservations, cancellations and no-shows, in line with company policy 
·  Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities 
· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety 
· Conduct regular security checks throughout the day and report any security issues to line manager 
· Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment 
· Be involved and contribute at team meeting and carry out instructions given by the management team and head office 

EDUCATIONAL ATTAINMENT 
Bachelor of Science and Hospitality Management 
Skill Power Institute 

Lorez Plaza St. Antipolo City, Philippines 

June 2007- May 2011 

PERSONAL BACKGROUND 
Visa Status     : EMPLOYMENT
Birth of Date : April 12, 1990 

Civil Status     : Married 

Sex                  : Female 

Height             : 5”2’ 

Citizenship     : Filipino 

Religion         : Roman Catholic 
I hereby certify that the above information are true and correct to the best of my knowledge and belief. 
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