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KRISTINE
KRISTINE.320794@2freemail.com  

OBJECTIVES
To obtain a position in an industry that can help me bolster a career that can mold my capabilities to different degrees of excellence, that can take advantage of my training experiences to help me reach my utmost potential, and strategically utilizing my role in the company by providing me countless of opportunities to improve which in return transforms me into a resourceful, competent, and efficient professional.
PERSONAL QUALIFICATIONS
· Extensive experience in customer service and interpersonal skills.

· Hard working and dedicated

· Good communication skills.
· Interactive and talkative in nature.
· Able to delegate and multitask
·  Fast learner with a keen ability to set and maintain priorities
· Well-organized with strong ability to work under stressful conditions
· Patient, detail-oriented and organized
· Great ability to solve problems quickly.
· Willing to work with a flexible schedule.
· Well-versed in greeting visitors, scheduling appointments, and handling administrative and clerical duties
· Positive attitude and disciplined work ethic.
· Ability to work in a fast-paced environment 
· Proficient in MS Office Suite – Word, Excel and Power Point  
EDUCATIONAL BACKGROUND

· Tertiary Education


Bachelor of Science in Tourism

                        June 2008- March 2014


University of Baguio








Baguio City
· Secondary Education


Tarlac Montessori School, Inc
                                          June 2004- March 2008


La Puerta del Sol Highland






 
Tarlac City

· Primary Education


Marian School of Gerona, Inc                                                         June 1997 – March 2004

Poblacion #3, Gerona








Tarlac City

WORK EXPERIENCE
United Technology & Trading Co. LLC

P.O.Box 41957, Abu Dhabi United Arab Emirates

Duties and Responsibilities:
SECRETARY/RECEPTIONIST/DOCUMENT CONTROLLER/OFFICE COORDINATOR
(December 01 2014 to Present)
·  Communicates with the suppliers/contractors for the necessary documents required regarding the submittals.
·  Coordinate with Engineers, Draughtsman team and document controller in preparing necessary submittals for the projects (i.e. material, method statement, request for information, inspection request, shop drawings, etc.)
· Ensure that all the project and office documents (soft copy and hard copy) are intact and properly filed.
·   Type and proofread correspondence and other documents related to the projects, accounts and HR matters.
·  Keep a database of incoming and outgoing correspondence and project submittals for easy tracking purposes.
·   Printing drawings in the plotter and make minor editing using AutoCAD. 

·   Prepare and follow up submitted quotations.
·   Prepare invoice for maintenance and projects. Handles office petty cash.
·   Monitoring and preparing documents for visa renewal/cancellation of employees. 
·   In-charge for new inquiries and gather the necessary documents for quotation.
·   Answering telephone calls and assist visitor in a well mannered form.
Enchanted Kingdom

Guest Relations Officer/ Customer Service Assistant

JOB DESCRIPTION:

· Welcome visitors, guests and customers as they arrive

· Handled VIP amenities and arrivals, messaging and guest relations. 

· Received and handled guests' complaints and coordinated with Duty Manager to resolve issues.

· Provide information asked for and direct them to the right departments

· Assist visitors and customers to the right staff member

· Handle telephone calls and direct them to the right recipient

· Distribute incoming mail and manage outgoing correspondence

· Schedule meetings and conferences

· Hand out employee application, memos and notices. 

· Maintained positive relations with other staff and departments. 
Part-time/ on-call Receptionist     




 

Venus Hotel (Baguio City) 
· Answered, screened and directed inbound phone calls.

· Received and assisted clients and escorted them to correct destinations; offices, rooms 

or meeting rooms.

· Performed general secretarial duties, including – meeting scheduling, appointment 

set up, 
faxing and mailing.

· Took verbal and written messages and transmitted them to exact person/destination.

· Received and sorted email and electronic deliveries.

· Accepted letters and packages delivered and distributed to appropriate staff.

· Handled general requests for information and data.

· Interacted well with the public.

· Handled delicate situations, such as – customer requests, special needs and complaints.

· Performed basic customer service functions.

· Coordinated maintenance of the front desk reception area equipment, furniture, 
lighting, 
applications and brochures.

· Maintained a neat, tidy and pleasant appearance of the reception area.

SEMINARS / WORKSHOPS ATTENDED

10th August 2014 to 20th August 2014

Professional Customer Service








Chartered Center of Finance and Management







Abu Dhabi, U.A.E.

22nd February 2015 to 04th March 2015

Certified International Sales Professional






Chartered Center of Finance and Management







Abu Dhabi, U.A.E.

8th November 2015 to 18th November 2015
The Customer Complaint System: A Tool for 






Customer Services Improvement






Chartered Center of Finance and Management







Abu Dhabi, U.A.E.

I humbly certify that the aforementioned credentials and data are true and correct in the best of my knowledge.







