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JANELYN 
OBJECTIVE

To obtain a position where I can maximize my skills and learning experiences in a company that offers continued opportunities for personal and career growth.
QUALIFICATIONS / SKILLS
Professional administrative support experience with strong technical and interpersonal skills. Trustworthy, costumer oriented and exudes good public relations. Proficient in computer skills related to secretarial work. Fast learner, analytical, resourceful and can work multi-task effectively. 

WORK - RELATED EXPERIENCE1
February 15, 2006 to May 30, 2016

LAUNDRY







Sharjah, United Arab Emirates

Secretary / Customer Service Representative
· Attends telephone calls in a professional manners and assist clients in their needs including complaints.

· Return customer phone calls, providing sufficient answers to questions.
· File important and confidential documents.
· Perform clerical works such as typing documents, printing, copying and faxing. 
· Enter customer and client information into computer system for easy reference.
· Handle business correspondence such as enquiries and quotations.
· Organize daily work schedule.
· Purchase of operational material needed for the laundry including office supplies.
· Do some HR works such as monitoring and evaluate employee morale to reduced absenteeism and tardiness.

· Do some accounts such as updating accounts receivables, preparing summary reports of purchases and accounts payable.

· Monitor updates and process all documents for visas and work permits.
April 10, 2001 to December 16, 2005 
LAOAG GENERATIONS CORPORATION

Exclusive Distributor of UNILEVER Philippines
 Data Encoder / Accounting Clerk

· Analyze information according to instruction and maintain them in data base form. 

· Prepare sales invoice and check details that needed for every transaction.
· Updates salesman accounts receivables.

· Submits monthly summary of outstanding cheques and summary of accounts receivables, summary of purchases and summary of accounts payable and summary of bad stocks.
EDUCATION


College Education
1997 – 2001
Data Center College of the Philippines




Bachelor of Science in Computer Science

PERSONAL DATA

Date of Birth 
: 
February 17, 1980

Sex 

: 
Female

Religion 
:
Roman Catholic

Civil Status 
: 
Single

Nationality 
: 
Filipino

Languages 
:
Tagalog and English

Visa Status   
:
Cancelled
Reference: Available upon request.
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