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ABIGAIL 
SKILLS AND QUALIFICATIONS
· Excellent communication skills, creative, goal oriented, dedicated, organized, detail-oriented, decision maker and problem solver.
· Excellent Computer Skills in Computer Programs: Microsoft Word, Excel, PowerPoint and MS Office.
· Fast learner and can easily adapt to a new environment.
· Can perform multi-tasking even under pressure or in a high-stress/fast paced work environment with minimum supervision or no supervision at all.
· Can work, deal & effectively communicate with multinational team members especially during busy hours at the office.
· Enthusiastic and approachable style.
WORK EXPERIENCE
RECEPTIONIST cum ADMIN SECRETARY
April 2015 – May 2016

Duties and Responsibilities:
· Prepare and manage correspondence, reports and documents.
· Take and email memos/announcements to all employees.
· Implement and maintain office systems.
· Maintain schedules and calendars.
· Arrange and confirm appointments.
· Handle incoming calls, mail and other material.
· Communicate verbally and in writing to answer inquiries and provide information.
· Operate office equipment.
· Manage office supplies.
CUSTOMER SERVICE A
Mandurriao Star Inc.
OG Road SM City San Fernando Pampanga Philippines
July 2013 - March 2014
Duties and Responsibilities:
· Greet customers warmly and ascertain problem or reason for calling.
· Providing quality responses to customer contacts in person.
· Dealing with inquiries and answering calls from new and existing customer manner.

· Assist with placement of orders, refunds, or exchanges.
· Building relationships with customers.
· Recording all queries and making notes logging software.
· Resolve customer complaints via phone, email, or social media.

· Use telephones to reach out to customers and verify account information.

WAITRESS
Yellow Cab Pizza Company
Dolores, San Fernando Pampanga Philippines
January 2012 – April 2013
Duties and Responsibilities:
· Escort guests to their tables.
· Collect payments to customers.
· Write patrons food orders on order slips memorize orders or enter orders into computer for transmittal to kitchen staff.
· Serves food and/or beverages to patrons; prepare and serve specialty dishes at tablets required.
· Prepare checks that itemize and total meal costs and sales taxes.
· Remove dishes and glasses from tables or counters, and take them to kitchen for cleaning.
· Clean tables and /or counters after patrons have finished dining.
EDUCATIONAL ATTAINMENT
Bachelor of Science in Nursing 2011
Our Lady of Fatima University
Marulas, Valenzuela City Philippines
PERSONAL INFORMATION
Date of Birth   :  November 24, 1989
Citizenship      :  Filipino
Visa status
:  Tourist Visa (1 month)
Height

:  5’5 “

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