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GEMMA
Gemma.322462@2freemail.com
OBJECTIVES:    
 To obtain a position from your company wherein I can fully utilize my knowledge and skills.
 WORK EXPERIENCE: 
Nov. 7, 2007 up to present                                     Receptionist/Customer Service Agent
Butlers Laundry LLC.
DIP 1, Jebel Ali Dubai, UAE 
P.O. Box 8919

JOB DESCRIPTION:
· In-charge of incoming and outgoing calls
· Telephone operator, answers telephone inquiries (screened all calls, transferred to the concerned person when needed)
· Received customer’s complaints and reports to Customer Service Supervisor and Customer Service Manager
· Sends and replies emails (Microsoft Outlook)
· CRM knowledge
· Received clients, visitors, couriers
· Responsible for incoming and outgoing faxes to be distributed to the concerned person
· Maintains efficient filing system
· Received and files the documents
· Assist HR/PRO/Logistics & Operations Department
· Maintaining the orderliness and cleanliness of the call center
· Works as a counter sales staff when needed
· Perform other duties assigned by immediate superior
Jan. 10, 2005 – Feb. 9, 2007                                       Receptionist 

Al Mamoun Dental Care 

Sultanate of Oman 

JOB DESCRIPTION: 

In-charge of incoming and outgoing calls. 

Receive patients, visitors. 

Responsible in handling patient’s fee. 

Responsible for incoming and outgoing faxes. 

Take the B/P and vital signs of the patient. 

Filing patient's records. 

Set appointments of the patients in every visit for follow up checkup. 

Set meetings of the Doctor. 

COMPUTER KNOWLEDGE:      

· MS Word, Excel, Internet Exploring, Microsoft Outlook

EDUCATIONAL ATTAINMENT:
 

College

: De Ocampo Memorial College

Course

: Midwifery

Qualifications 
: Passed the Board Licensure Examination for Midwifery

SPECIAL AWARDS:
Certificate of Recognition (For completing 5 years of dedicated service and contribution)
  

PERSONAL DATA:
 

Civil Status             
: Single

Nationality                
: Filipino

Religion                     
: Roman Catholic (Christian)

Languages Known   
: English, Tagalog
Visa Status                
: Employment Visa 
Visa Expiry                : February 2, 2017
