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FARAH 

Mobile: C/o 0505891826
Farah.325644@2freemail.com 
POSITION DESIRED:
Administrative Assistant
OBJECTIVE

:
To be able to make use of my skills learned from previous experiences and willing to 

be trained for a more productive work in your organization for a common goal.

SPECIAL SKILLS
:
PC Operation in Windows Application such as Word, Excel, PowerPoint 

TRAINING AND SEMINAR ATTENDED:

· Basic Occupational Safety & Health (OSHNET)
· Basic First-Aid (Philippine Red Cross)
· Basic First-Aid & Basic Life Support Orientation  & Work Shop (City Disaster Risk                      Reduction & Management Office)

EMPLOYMENT RECORD: 

Company

: ELECTRODYNAMICS CONSTRUCTION & DEVELOPMENT INC. 

Address

: Cagayan de Oro City 

Project


: Pilipinas Shell Petroleum Corp. - North Mindanao Import Facility Project, 

                                         Corrales    Extension, Puntod, Cagayan de Oro City

Position

: Adminstrative Assistant

Date


: September 2014 – November 2016

JOB DESCRIPTION:

FOR ADMINISTRATIVE ASSISTANT
· Performs administrative and office support activities for multiple supervisors. 
· Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing. 
· Extensive software skills, Internet research abilities and strong communication skills are required. 
· Staff in this category may also have the title of department assistant, coordinator or associate.    

Company

: ARRIBA TELECONTACT INC.

Address

: Lapasan, Cagayan de Oro City

Position

: Customer Service Representative

Date


: August 2012 - November 2012

FOR CUSTOMER SERVICE REPRESENTATIVE

· Listen to customers’ questions and concerns, and provide answers or responses
· Provide information about products and services
· Take orders, calculate charges, and process billing or payments
· Review or make changes to customer accounts
· Handle returns or complaints
· Record details of customer contacts and actions taken
· Review and select standard responses for answers or solutions
· Refer customers to supervisors or more experienced employees
· Meet personal/customer service team sales targets and call handling quotas
· Keep records of customer interactions, process customer accounts and file documents
EDUCATIONAL ATTAINMENT: 

Tertiary

: Capitol University

Course


: Bachelor of Science in Nursing 

Date


: 2012

Secondary

: Misamis Oriental General Comprehensive Highschool

Date


: 2007

Elementary

: Corrales Elementary School

Date


: 2003

I HEREBY CERTIFY that the above information is true and correct to the best of my knowledge and beliefs.

FARAH 

Applicant

