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Cristina 
OBJECTIVES:

To enhanced my skills and to be hired to a job that can give me a good and better opportunity.

.
SKILLS
· proficient in relevant computer applications

· knowledge of customer service principles and practices

· knowledge of call center telephony and technology

· customer service experience

· good data entry/keyboard skills

· knowledge of administration and clerical processes
· Knowledge in preparing business correspondence
· relevant product knowledge

Work Experience

Abu Dhabi, U.A.E

Receptionist 

February  2013 – August 2013
 Duties: 
Answer and divert calls accordingly 

Take messages as you deem necessary and divert to the people. 

Enter Business Cards on the common server. 

Arrange conference room as per the requirement. 

Receive & expedite deliveries as well as complete all relevant paper works. 

Be hospitable and respectable. 

Coordinate activities between Abu Dhabi and Dubai offices. 

Any other related activity not covered above. 

Call the concern company for their cheque collection. 
Hr Assistant / Secretary
August 2013 up to present
Duties and Responsibilities

Assist with day to day operations of the HR functions and duties

Compile and update employee records (hard and soft copy)
Assist in payroll preparation by providing relevant data (absences, bonus, leaves)

Conduct initial orientation to newly hired employees

Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing orders for supplies; verifying receipt of supplies.
Haward Technology Middle East

Abu Dhabi, U.A.E

Telemarketing / Course Coordinator

October. 2012 to January. 2013

Call Center Agent
General Purpose
Answer incoming calls from customers, answer inquiries and questions, handle complaints, troubleshoot problems and provide information. 

Responsibilities
· answer calls professionally

· respond to customer inquiries

· research required information using available resources

· handle and resolve customer complaints

· provide customers with product and service information

· enter customer information

· process orders, forms and applications

· identify and escalate priority issues

· route calls to appropriate resource

· follow up customer calls where necessary

· complete call logs

· produce call reports
General Purpose
Interact by phone with outside parties to solicit orders for goods or services, request donations, make appointments, collect information or conduct follow-up. 
Responsibilities
· contact businesses or private individuals by phone

· deliver prepared sales scripts to persuade potential customers to purchase a 
product or service or make a donation 

· describe products and services

· respond to questions

· obtain customer information

· obtain possible customer leads

· data entry and maintenance of customer/potential customer data bases

· follow up on initial contacts

· maintain records of telephonic interactions, orders and accounts
VOLUNTEER NURSING ATTENDANT

MAY 16, 2008 TO JULY 31, 2009
MUNICIPAL HEALTH OFFICE
MUNICIPALITY OF ZARAGOZA NUEVA ECIJA
EDUCATIONAL BACKGROUND:

Bachelor of Science in Nursing (2004 – 2008):
Nueva Ecija Colleges

PERSONAL DATA:

DATE OF BIRTH 
             : June 6, 1988

PLACE

      

   : Cabanatuan City

CITIZENSHIP
             : Filipino

CIVIL STATUS
             : Married
RELIGION

             : Roman Catholic

HEIGHT

             : 5’4” 

WEIGHT
                       : 47 kgs
On Job Training:

San Lazaro Hospital 

Tayuman, Manila

July 2007

(Student Nurse)

Mental Hospital

Mandaluyong, Manila

August 2007

(Student Nurse)

Philippine Orthopedic Center

Banawe Street, Quezon City

October 2007 

(Student Nurse)

I hereby certify that all information and statement written is based on my personal details and knowledge.
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