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ALVIE 

CONTACT DETAILS
· Address: Deira, Dubai, U.A.E
CAREER OBJECTIVE
· Motivated and reliable with former administrative works

· Confident and positive attitude makes a responsible and decision makerprofessional

· Enhance my skills and abilities in any position that may be an asset to the company.

· To secure challenging opportunities in terms of valuable and valued services to the company

EMPLOYMENT RECORD
· Company Name: 
Duration:  April 27, 2016 – May 26, 2016
Job Description:  Promoter
a. Serves customers by selling Nivea products; explaining product specific details to increase sales
b. manages queries very well 

c. Renders excellent customer service 









· Company Name:GOLDEN HAVEN RETIREMENT HOMES

Duration:January 2014 – August 2015

Job Description:Administration and Executive Secretary
a. Regularly monitors the operations within the whole facility
b. Monitors the inventory and prepares purchase orders for supplies needed
c. Receives and prepares a list for all incoming items from resident’s relatives
d. Inspection and monitoring of all facility equipments
e. Checks and filters applicant’s resume and submit to the CEO
f. Prepare daily time records for payroll of employees.
g. Conduct annual review on the Company Policies and Regulations
h. Conduct semi-annual evaluation of employees.
i. Plan and facilitate inter-company and invitational trainings and seminars.
· Company Name:  Hbc(HOME OF BEAUTY EXCLUSIVES), Inc. 
Duration:May 2012 – October 2013
Job Description:Sales Representative
d. Serves customers by selling products; meeting customer needs.
e. Obtains orders and manages queries very well 
f. Renders excellent customer service 
d. Contributes to team effort by accomplishing related results as needed.






· Company Name:  SUTHERLAND GLOBAL SERVICES

Duration:January 2011 – April 2012

Job Description:Technical Support Assistant
g. Trouble shooting and handling technical support phone calls for the clients of  AT&T
· Telephone Lines

· Cable TV Connections
· Internet Connections
h. Manages queries very well with excellent interpersonal skills.

i. Handles clients and able to work under pressure andcompletes the job within a limited time.

j. Renders excellent customer service together with patience.

k. Checks and opens accounts of the clients and validates the integrity of the concern.
SKILLS AND TRAININGS ATTENDED
· Microsoft Office (Word, Excel, Outlook, Power point)

· Communication Skills Training with Berlitz exam
· Events Management (Certificate of Completion)

· Basic Accounting(Certificate of Completion)

· Basic Arabic (Certificate of Completion)

· HR Management (Certificate of Completion)

EDUCATION
· Tertiary Education

University of the Immaculate Conception

Father Selga Street, Davao City Philippines

· Secondary Education

Maryknoll High School of Panabo

Panabo City,Philippines 

· Primary Education

Rizal Elementary School

Panabo City,Philippines
PERSONAL INFORMATION

· Age: 26 years old

· Date of Birth: October 16, 1989

· Sex: Female

· Civil Status: Married

· Height: 5’3”

· Weight: 48 kgs.
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