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Normie 
OBJECTIVES

· To accomplish better working methods and to create strong leadership within my role as Receptionist/Assistant
· To be a proactive person in achieving my set goals
· Obtaining ideas to encourage me to try new things and discover new ways
· Organizing office to run efficiently
PERSONAL DATA

Place of birth:

Calumpit, Bulacan, Philippines

Date of Birth:

June 27, 1979

Civil Status:

Separated

EDUCATIONAL BACKGROUND

COLLEGE

Associate in Computer Secretarial
Certificate Given with seal of OAA Computer College Foundation under Philippines Commission on higher Education

· Basic Computer System, Word Processing, Clerical and Office Procedure, Personality and Public Relations, Business Organization and Management, Computer Software using Microsoft Words.

SECONDARY SCHOOL

San Marcos High School – Graduated with Diploma

PRIMARY SCHOOL

San Miguel Elementary School – Graduated with Diploma

VOCATIONAL COURSE
CAREGIVING NCII

Competency completed under the Philippine TVET Qualification and with Certificate given by Technical Education and Skills Development Authority

Emergency Procedure, Home Management, First Aid, Implement and Monitor Infection Control and Procedure, Practice Career Professionalism, Provide Care and Support for both Child/Elderly

TRAINING

Safety Skills Training 

Professional Safety Course:

First Aid, CPR and AED

SKILLS AND ABILITIES

· Computer Literate

· Workable knowledge in Microsoft Word, Excel and Outlook

· Clerical Training and Office Procedure 

· Answering and making phone calls

· Receiving and sending emails

· Authorized and trained to apply First Aid and Emergency Procedure

EXPERIENCES

RECEPTIONIST - PA


Ayala International LLC
Duties
Answering phone calls, Making bookings and reservations for Mr Price, Organising appointments, General office work
RECEPTIONIST



Simon’s Catering and Services
Duties
Answering and making phone calls, Making a booking and reservations for client, office filling
RECEPTIONIST 



Sulipan Apalit Barangay Hall

Duties:




Answering and making phone calls, Filling Document, Assisting People 

CASHIER/CUSTOMER RELATION OFFICER
Sm Fairview Shopping Mall

Duties:
Looking after the customers, Responsible for payment processing, customer care and concern

ENCODER



SSV Shoe Factory

Duties
Encoding files, checking items for quality purposes, making sure all materials for production are complete and well placed

CHILD MINDER/HOUSEKEEPING
Private Family in Dubai

Duties:


Looking after the child, household work in spare time
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