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Career Summary:

• Bank Dubai ,UAE

  Financial accounting training 2014

•First Gulf Bank Dubai ,UAE

  Customer objective training 2013

•ChowkingOrient Restaurant Dubai,UAE- Customer complaint handling ,Food and Safety    BSSworld, telephone etiquette training,commitment to customer service,management  training,PIC level 3 Supervisory in food safety ( pass / merit)Dubai municipality /  HACCP 

August 2912

•Fresh and Famous Chowking Philippines- Management training 2009

•Focus International Call Center-Customer Service 2008

•Teletech Call Center -Customer service Representative (6 month ) 2007

•Ok English Academy - English tutor 2007

•Cyber City Pampanga Philippines –CSR 2004

•Manila Bank Philippines –Sales training November 2001

•Land Bank Philippines – Loans Department 2000

Objective: To apply for the position of  a Secretary or Personal Assistant.
Experience:

Al Nhada 2 Dubai,UAE

Secretary /Personal Assistant

June 2014 – July 2016
•Answering telephone calls

•Maintaining diaries

•Arranging appointments

•Taking messages

•Typing/word processing, filing,organising meetings

•Using a variety of software packages, booking transport and accommodation,managing databases

•Implementing and maintaining procedures/administratve systems liasing with staff, suppliers and clients preparing letters,presentations and reports.

Abudhabi  Islamic Bank

Dubai,UAE

Financial Islamic Executive

November 2013- May 2014
•Enthusiasm for your sector and genuine interest in what you are selling ( loans and credit cards)

•Flexibility and adaptability

•Excellent communication skills both verbal and written

•Ability to translate complicated technical information into an easily understood format

•Sound planning and organizational skills

•Confident and persuasive

•Presentation skills

•Self-motivated

•Assertiveness

•Objection and handling and problem solving

First Gulf Bank

Dubai, UAE

Sales Executive

January 2013- October 2013
•Organising sales ( credit cards and loans)

•Visits, demonstrating and presenting products

•Establishing new business

•Maintaining accurate records

•Attending trade exhibitions, conferences and meetings

•Reviewing sales performance negotiating contracts and packages aiming to achieve monthly or annual  targets.

Chowking Orient Restaurant

Dubai,UAE

Manager

January 2010- January  2013
•Responsible for daily operations

•Training and managing staff

•Working with supplies

•Managing financial operations

•Customer Relations

Professional Qualifications:

Bachelor of Science in Business Management- La Consolacion College Bacolod, Philippines (Graduated-2000)

Personal Details:

Nationality and Status:   Filipino 

Address: Dubai,UAE

Other Skills: Management , Marketing , Leadership, planning,organising, controlling, commucation, presentation, networking,teamworking,Computer literacy( Microsoft office, Word, Exel,powerpoint), Customer Relations and Sales.
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