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Claire 

Address: Tourist Club Area, Abudhabi UAE 
Email:   Claire.333938@2freemail.com  
Visa Status: Visit Visa  
POSITION: RECEPTIONIST/ADMINISTRATIVE OFFICE / CUSTOMER SERVICE / MARKETING /DOCUMENT CONTROLLER 

WORK EXPERIENCE AND DETAILS:

 November 6, 2014- November 30, 2016 – Office Admin/Data Encoder           
 Boardwalk Inc..- Philippines
 Planned, scheduled and coordinated complex details of the company including the staff and products.
 
 Obtained all permits and licenses.
 Establish highly effective relationships with potential clients at all levels, from support staff through management, employing a natural conversational style.
 
 Skilfully closed sales by gaining agreement on the benefits of the product. 
  July 03 2012-July 03, 2013 - Customer Service / Callcenter Representative               

John Ernest Connecting Continents - Philippines 

 Utilized “suggestion selling” techniques leading to targets closing. 
 Identified clients needs and problems, assuring them of a personal representative they can count on. 
 Follow up calls, encouraging customers to return, for re-apply 
 March 14 2011- May 27 2011- Outdoor Sales                  

PLDT Telecom- Philippines 

 Visiting companies and distributing brochures/flyers 
 Calls and set appointments for a prospect clients 
 Introducing and implementing the quality of the product  
Education Details:  Graduate of Bachelor of Science in Computer Science  System Technology Intitute College -Philippines  

TRAININGS AND SEMINARS ATTENDED: 

May 28, 2012- June 14, 2012-Finishing Course for Call Center Agents NC II –Philippines 
June 13, 2015-Basic Information Technology Program -Philippines      

ON THE JOB TRAINING:
 April 14, 2011- May 27, 2011-Data Encoder- Department of Public Works and Highways - Philippines 

 Encoded comprehensive reports of staff projects. 
 Rewrote plans for greater efficiency 
 Arranged for printing, photocopiying and distribution  
PROFILE DETAILS:    

Date of Birth:   August 29, 1989 
Languages:   English, Tagalog 
Nationality:   Filipino 
Civil Status:  Married 
Religion:  Roman Catholic

