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ALLEN 
Email Add.:   ALLEN.332201@2freemail.com 
DESIRED POSITION:










 

WAITRESS
WORK EXPERIENCES










CUSTOMER SERVICE REPRESENTATIVE/RECEPTIONIST (JUNE 2010-AUGUST 2011)

SM Baguio City, Philippines
Job Description:

· Deals directly with customers either by telephone, electronically or face to face.

· Respond promptly to customer’s inquiries.

· Perform customer verification.

· Maintain customer data bases.

· Communicate and coordinate with internal departments.

SERVICE CREW/CASHIER

Jollibee Fast Food Restaurant

Baguio City, Philippines

Job Description:

· Receives payment by cash, check, credit cards, vouchers or automatic debts.

· Issues receipts, refunds, credits or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Maintain clean and orderly check out areas.

MEDICAL TRANSCRIPTIONIST

JVA Diagnostic Center and Medical/Surgical Clinic

Tabuk City, Kalinga, Philippines

Job Description:

· Keep patient’s appointments on schedule by notifying physician of patient’s arrival.

· Welcomes patients and visitors by greetings in person or on the telephone.

EDUCATIONAL ATTAINMENT











University of Cagayan Valley (2009)

Baguio Central University (2007)
Graduate in Midwifery                                 

Bachelor of Science in Nursing (undergrad)
Tuguegarao Cagayan, Philippines


Baguio City, Philippines

                                          Saint William’s Academy (2001)





Secondary Level





Tabuk City, Kalinga, Philippines

CORE KNOWLEDGE/KEY SKILLS










Office Skills: - Telephone and front desk reception.

· Customer service expert

· Performed intake duties including maintaining reports and records.

· Superior telephone etiquette

· Data Entry ( 60 wpm)

· Basic Medical Knowledge

Computer Skills: - Windows Vista/XP, MS Word, MS Excel, MS PowerPoint, Access, Outlook

OBJECTIVE














Seeking a waitress position where my clerical and customer care skills along with front desk operations management expertise will fully utilized.

PERSONAL INFORMATION











Date of Birth

:
October 04, 1983
Gender


:
Female
Civil Status

:
Single

Religion

:
Roman Catholic

Citizenship

:
Filipino

Visa Status

:
Tourist Visa

Language Spoken
:
English, Filipino

I hereby certify that the facts contained in this résumé are true and complete to the best of my knowledge.

Applicant

