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CURRICULUM VITAE
Personal Information:              
Given Name:


Jasmin 
Date of Birth:


June 21, 1983

Place of Birth:


Makati, Philippines

Nationality:


Filipino
Marital Status:

Married
Visa Status:


Husband Visa
UAE Total Experience:
6 years & 10 months

Skills:



Knowledgeable in Microsoft Office and Lotus Notes
Language:


English and Tagalog (speak, read and write)

Notice Period: 

Immediately
Work Experience:

May 2013 – May 2016


Receptionist  

)
January 2012 – November 2012

Receptionist  

July 2009 – January 2012


Receptionist  

JOB SUMMARY:

-
Responsible for handling front office reception and administration duties, including greeting guests and offering beverages, answering phones, handling company inquiries, and sorting and distributing mail. 
DUTIES & RESPONSIBILITIES:

-
Greet and assist guests and visitors warmly and offer them tea/coffee or magazines to make sure they are comfortable while waiting.

-
Operate the switchboard and answer phone calls.  


-
Route calls to specific people after taking full details of the caller.
-
Maintain safe and clean reception area by complying with procedures, rules, and regulations.
- 
Maintain telecommunication system by following manufacturer's instructions for house phone and console operation.

-
Maintain good work relations with colleagues through team work & proper communication.

-
Perform basic bookkeeping, filing, and clerical duties.


-
Coordinate office activities.

- 
Send documents and parcels through couriers. 

-
Collect and distribute parcels and other mail.
December 2012 – May 2013


SECRETARY / receptionist  

Reflections Real Estate Brokers
Prism Tower, Business Bay, Dubai U.A.E.

JOB SUMMARY:

-
Responsible for handling works as secretary, administration duties, HR duties and front office. 

DUTIES & RESPONSIBILITIES:

-
Assist the General Manager for his appointments.
-
Perform basic bookkeeping, filing owners’ properties & tenants’ files in a secured drawer and clerical duties.

-
Calling everyday through our database about the status of their properties.
-
Answering the all the inquiry and phone calls.
- 
Coordinating to the owner of the properties for clients viewing of the flats or villas and office space.
-
Maintain good work relations with colleagues through team work & proper communication.

-
If the General Manager is not available, I'm the one who is responsible for clients 

viewing of our space (apartments, villas & office space).

-
Coordinate with our Sales team.
- 
Send documents and parcels through couriers. 

-
Collect and distribute parcels and other mail.

-
Responsible to put some ads of our properties through our website & property 


sites.
January 2006 – June 2009 
Operation Assistant

SHOPPING CENTER MANAGEMENT CORPORATION

SM City Dasmarinas Branch


(SM SHOPPING MALLS PHILIPPINES)
JOB SUMMARY:


-
Responsible for assisting the Mall Manager, Assistant Mall Manager and the 


Building Administration Officers in achieving the financial and occupational goal 


of the mall.
DUTIES & RESPONSIBILITIES:

-
Provides all pertinent documents for operations preparation.
- 
Ensures paperwork for operational memos of all mall tenants are complete and accurate.

- 
Ensures order and updates filing system of all the documents relevant to the 


mall operations.

- 
Relieves and assists Mall Secretary in all documentations specifically for reports,

memos and financial reports.
Other Duties: 


- 
Receive, sort and classify all Building Administration incoming and outgoing 


documents from the receptionist and endorse the same to the respective 


department for appropriate action.

- 
Prepare periodic reports and traffic count reports of the mall.
 
- 
Assist the Building Administration Officers in following up maintenance services, 


monitoring work process per schedule (or contracted job), monitoring payments 


dues and utility bills of the mall.
 
- 
Safe keeps and monitors supply and consumption of office supplies, tools and 


equipment maintained by the department.
Education:


Bachelor of Science in Business Administration


Santa Isabel College



Manila, Philippines



(2000-2004)


PRIMARY – SECONDARY


Paco Catholic School



Manila Philippines



(1990-2000)
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