JOISCELYN ANN JANE P. SOLIMAN
OBJECTIVE

Well presented with exceptional customer service skills, and the ability to provide an effective reception and switchboard service. Experienced in working under pressure in a quick paced fast moving environment and able to receive guests on arrival in a friendly, helpful and approachable manner. 

Able to integral member of administrative team and clerical team, and can follow instructions and also have a willingness to learn. 
WORK EXPERIENCE

Administrative AIDE I (OSA)

Secretary/Office Staff

Cavite State University (CSU) Main Campus

January 13, 2014 – January 13, 2016
Duties and Responsibilities
· Handling enquiries from the public in person, by telephone or email
· providing information to deal with customer queries
· researching information
· contacting customers to follow up enquiries
· Dealing with complaints
· Processing benefit payments
· updating computerized and paper-based records
· Filing, photocopying and other administrative tasks 
Cashier and Promodiser

Walter Mart Trece

Japan Homes Center

June 11, 2013 to November 11, 2013

Duties and Responsibilities
· Strive for one call resolution of customer issues 

· Complete training to stay abreast of products, services, and policy changes \

· Utilized multiple call support to efficiently assist customer 
· Promoting company products and services 
· Total costumer purchase and accept payments \

· Verify Costumer identity for payments made through credit cards and debit cards 
· Maintain the goods inventory before hands
Promodiser
Robinson Place Imus
Cherry Mobile Outlet

September 11, 2012 to Feb 11, 2013

Duties and Responsibilities
· Conversant in MS Office, Outlook, Words, Excel and Internet Research 

· Excellent telephone manner

· Ensuring an efficient running and operation of the Reception Desk.

· Good organization and prioritization skills.

· Accept and adhere to the need for strict confidentiality.

· Knowledge of WPS for payroll 

· Self-motivated, proactive & hardworking.

· Fast learner and results oriented person.
Assistant Teacher (Day Care)

Pinagbuklod Day Care Centre
Imus Cavite, Phils.
Duties and Responsibilities
· help keep little ones calm, attentive and safe

· When working in a small group or with individual students, the assistant must implement appropriate discipline for the age and in line with center policies

· Update parents on daily activities or child-specific events at drop-offs or pick-ups, if the lead teacher isn't available.

· Maintaining the cleanliness of the shelves or gondolas.
· Typically have special classroom setups and equipment for daily instruction
· Helps the head teacher focus on providing overall direction and monitoring of the entire class
· Making sure  that the kids will be safely home 

· Pick up Drop off kids before and after school 
EDUCATIONAL BACKGROUND

Vocational

Basic of Computer and Troubleshooting and Repair



Cavite Computer Center




Imus, Cavite

Tertiary

National College of Science & Technology 

Dasmariñas, Cavite

Bachelor of Science in Computer Science

June 2008 – 2011 UNDERGRAD
Secondary      

Emilio Aguinaldo National High School
Palico IV Imus, Cavite

2006-2007

Primary

Trece Martires City Elementary School



Brgy. San Agustin Trece Martires City Cavite





2002-2003
PERSONAL DATA

Date of Birth

: January 28, 1990

Age


: 26 years old.

Religion

: Catholic

Language Spoken
: English, Filipino
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