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Ms. Caren
Caren.31521@2freemail.com 

· 
Job Objective:

To be a part of your distinguished company and to be able to enhance my skills and talents.
Work Experiences:
      1.
Secretary / Purchasing / Receptionist



AL WASIT Group











Industrial Area No. 2











Caterpillar Rd.











Sharjah, UAE

2.  Machine Attendant /
Customer Service / Marketing Staff
                                                                                                                            Action Zone
    









 Electra Abu Dhabi LLC

   









 Dec 2007 – Nov 2012
     









 Al Ain Mall

     









 Al Ain, Abu Dhabi, UAE

· To ensure the security and safety of the customer within premises.
· Performs Excellent Customer Service. Assisting them with their need/s and inquiries. Greets the customer.
· Operates the machine and rides with proper rules and guideline accordingly.
· Maintains the cleanliness of machines assign to us and the Recreational Center.
· Make a good impression to the customer/s.
· Doing Redemptions work. Selling Balloons.
· Performs cashier duties. 
· Cafeteria Assistant.( e.g. Receive, stock and rotate incoming and outgoing inventory, receives delivery goods/items, serves food/beverages neat and clean, take orders politely, maintains the cleanliness of the area, handle payments etc.)
· Assists co-staff with their planning, preparation, and conducting events or occasions held inside the center.
· Doing reports for machines sales and problems. 
As Marketing Staff
· I go school to give our brochure to promote our offer for their school trip and other events such as birthday party and school activities (outside or inside the school).
· Ensuring each client builds a favorable impressions.
· Re- marketing the customers. Telemarketing.
· Setting up complimentary cards. Prepares quotations /proposals.
· Monitoring competitors. Making daily and monthly sales report and then submit it to the Manager.
· Scheduled events / activities / visits and then later coordinates with the Supervisor.

2  Customer Service Representative / Import & Export Documentation
Universal Merchants Cargo Movers, Inc.

    









Oct 2006  - Nov 2007
    








               ASA Bldg. Delbros Ave.

     









Pascor Drive, Sto. Nino

     









Paranaque City

· Prepare documents for export shipments. Including letters for Intended Officials.
· Input document data into the standard registers ensuring that the information is accurate.
· Ability to keep clear and accurate records and reports. 

· Authorize to sign on House Bill of Lading.

· Handles booking with trucking, and monitoring.Provides them all the necessary info in regards to shipment.
· Updates shipper / client regarding departure and arrival of their cargo.

· Receives call and inquiry from client and counterparts regarding shipments and answer them promptly.
· Cargo Monitoring and tracking. Inform consignee status of their cargo at the port ( air & sea).
· Prepare various manifest / final proforma.
· Provide details to the clients regarding arrival of their shipment.
· Responsible in supervising all aspects of the logistics process.

· Make sure that the cargo reaches its destination from the port where it was docked.

· Collect, sort, distribute and prepare mail, messages and courier deliveries.
3. Customer Service Representative / Export  Documentation Officer

   









 LMC Sea-Air Services, Inc.

    









 March 2003  - June 2006

   





 Oyster Industrial Complex, N.                  
    









 Paranaque City
· Documentation and all freight & forwarding matters, ensuring that all shipments are carried out with minimum supervision and efficiently.
· Prepares invoices/quotations for the customer as well to our counterparts.

· Deliver and collect document as and when necessary.

· Develop and implement sales improvement strategies.

· Filling, Scanning and photocopy documents.

· Executing of direct or console shipments.

· Handling of regular corporate customer shipment with special attention
· Send pre-alerts to overseas thru fax and e-mail.

· Booking of shipments to shipping lines / Air Lines.
· Coordinate with shipper regarding booking details for their shipment.

· Responds to fax / e-mail from other agents overseas.

· Get rates to various shipping Lines/ Air Lines and do marketing with the clients even Abroad.
· Updates shipper / client regarding departure and arrival of their cargo.

· Receives call and inquiry from client and counterparts regarding export shipments.
4. Sales Representative 

CAP Pension Plans / AYA Products /                Natasha
Jan 2002 - 2003
    







Makati City

· Prepares and sales product with prospect buyers.
· Established and maintain Good relationships with potential buyers.

· Follow up for collection of payments.

· Maintains Good Sales.
· Make some product introductory outlines.

· Know buyers choice and need.
5. Sales Staff / Crew ( Part Time )

    







TAKOYAKI 








Aug 2002 – Oct 2002
   







 Pasay City

· Provides good customer service.

· Taking orders from the customer with polite and attention.
· Serves food and handling payments as well.

· Stocking supplies.

· Ensure cleanliness of the place and the food to be served.

Educational Attainment

Tertiary


: Adamson University




 
  San Marcelino Street, Malate, Manila

Course


: Computer Science

SY



: 1998 - 2002
Skills/Competencies

  Ability to keep clear and accurate records and reports. 

  Ability to use computer and rapidly input data and retrieve records and information. 

  Ability to organize work load and to manage a filing methods and management techniques 

  Excellent Communication skills. Customer Service Oriented.

Summary of Qualifications
· Leadership and management training.

· Excellent team working and interpersonal communication skills.

· Proficient knowledge of Windows operating system, Linux operating system, and MS office.

· Can work with a minimal supervision and under pressure.
Seminars/Trainings

1.   Let’s Get into Web



4. “Directing the Web”
      Adamson University



     (Using Macromedia Director)
      Adamson Auditorium



      Adamson University
      February 09, 2002




      September 16, 2000
2.   FLASH MX Hands-On


            5.  Software Development Seminar
      Adamson University



     OZ AVR Adamson University
      Adamson Auditorium




      February 18, 2002
      August 17, 2002

3.   ISO 9001: 2000 Awareness


6. Making Ads & Lay Out Using Internet
      LMC Logistics & Allied Services, Inc.


      Invest and Own Realty

     May 26, 2005




     February 21, 2014
Certificate/s and  Award Received:

1.Employee of the Month – June 2008

3.Amongst well Presented Thesis 
Company 
: Electra AbuDhabi LLC.

“E-DIR For Adamson University”



   Action Zone 


           August 2002 – Computer Science Dept.
2.Employee of the Month – January 2009


Company 
: Electra AbuDhabi LLC.



  Action Zone

On the Job- training:

· GSIS 
/  HR Dept.    Office Staff
  March – May, 2001

                                          

 Completed 
  Grade – 1.0 

Personal Data:
Birthday



:
June 10, 1981

Age




:
34
Civil Status



:
Single

Height




:
5’3”

Citizenship



:
Filipino
Languages spoken


:
Tagalog, English, and Arabic ( Basic )
:

Availability



:
 One month

I hereby affix my signature, certifying that the above information is true and correct to the best of my knowledge and ability.[image: image2.jpg]



