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CV No 2008962
GLAIZA 

      Visa Status: Husband Visa
OBJECTIVES:

· To broaden my knowledge and utilize my skills & potentials.

· To be a part of the success of your company.

PERSONAL INFORMATION :

Date of Birth 
   :        
November 3, 1985

Place of Birth 
   :        
San Antonio Lubao, Pampanga, Philippines
Civil Status 
   : 
Married
Gender 
                : 
Female 

Religion 
   : 
Christian (Iglesia Ni Cristo)
Citizenship 
   : 
Filipino 

Height 

   : 
5’5” 

Weight 
                : 
120 lbs. 

SPECIAL SKILLS :



Can perform different office functions such as typing and other paper works.  


Innovative problem solver who can generate workable solutions and resolve complaints.



Willing to be trained, fast learner & flexible.
EDUCATIONAL ATTAINMENT :

Tertiary          :   Don Honorio Ventura College 

                           of  Arts and Trades


            
 Bacolor, Pampanga


           
 2005

Course
         :   Diploma in Computer Programming
Secondary    :   Lubao Institute


            
San Nicolas 1st Lubao, Pampanga


             2002

Primary         :   Lubao Central Elementary School


           
San Nicolas 1st Lubao, Pampanga


           
1998

WORK EXPERIENCES :

Secretary
November 9, 2014 – Present

JOB DESCRIPTION:

· Composes letters and memorandum

· Answers telephone, takes messages and answers inquiries within assigned scope of responsibility
· Remind the Manager for the scheduled meetings
· Distributes mail
· Making advertisement thru internet
· Prepares cheque and expedites purchase orders and direct payments, etc.
· Prepares reports
· Maintains attendance reports, leave records, trip records and logs
· Responsible for the Monthly Payroll

· Prepare Project Quotations

· Maintains and processes forms
· Maintains files and financial records
· Assists with the preparation, calculation, and execution of the budget
· Follow-up Balance/Client  Payment for the Projects

· Orders and keeps an inventory of supplies
Performs other duties assigned.

WORK EXPERIENCES :

EMIRATES NATIONAL OIL COMPANY (ENOC) 

Dubai, UAE
Sales Assistant
May 25, 2012 – October 17, 2014
JOB DESCRIPTION:
· Cashiering(Handling Cash, Accepting Bill Payments, Operating VeriFone Machines)
· Merchandising (Monitoring stocks & display, checking expiry items-following  FIFO Principle) 
· Handling Suppliers
· Housekeeping
· Assisting & giving good customer services
· Ensuring the site free from complaints
· Handling Home Delivery Calls
CYBER CITY TELESERVICES LTD

Clark Field, Pampanga
Call Center Agent (Order Entry-Seasonal Account)
January 9, 2012 - March 8, 2012 
JOB DESCRIPTION:
· Handling calls for order entry account.

TELETECH
San Fernando, Pampanga

Call Center Agent (Technical Support)
March 20, 2012 - May 7, 2012 
JOB DESCRIPTION:
· Handling calls for trouble shooting account.

CEBU OVERSEA HARDWARE

PAMPANGA HOME DEPOT

San Fernando, Pampanga
Team Leader-((045)4551860 
April 14, 2010 – August 15, 2011
JOB DESCRIPTION:

· Attend meeting & seminars.

· Responsible in making weekly & monthly reports for deliveries & pull-out items.

· Keeping different files in organize & systematic way.
· Filling & encoding data such as weekly & monthly inventory.
· Evaluate merchandisers’ performance.
· Assign individuals to specific job tasks.
· Maintain discipline, a safe working environment, and compliance of procedures related to job specifications. 
· Keeps work area clean and orderly (Electrical, Plumbing, & Hardware area).

· Monitor stocks &  display (fast & slow moving items)

· Resolve customer complaints.

· Update the manager for the daily & monthly sales.

· Responsible for the annual presentation (Graph for the Comparison of sales).
ARESUN TRADING & MANPOWER SERVICES



JOMAFER SUPERCENTER 

Story land SM City Pampanga





      & SHOPPING MALL

Cashier-09228159887






Jude San Fernando, Pampanga

July 1, 2009 – Feb 07, 2010





Cashier









September 16, 2006 – April 15, 2007






DOPAC ENTERPRISES

Pasbul San Juan Lubao, Pampanga




SM SURPLUS  

Secretary – 045-9716040






City of San Fernando, Pampanga


May 26, 2008 to May 15, 2009





Sales Clerk 

Cashier / Sales Clerk – 045-9716040




Dec. 14, 2005 – May 14, 2006           
Dec. 01, 2006 – May 24, 2008

TRAININGS / SEMINARS / AWARDS:

· MANAGING CUSTOMER SERVICE TRAINING


Date:
 NOVEMBER 19, 2012
· FIRE FIGHTING TRAINING

Date: October 11, 2012
· BASIC FOOD HYGIENE TRAINING
Date:
 June 27, 2012
· FINISHING COURSE FOR CALL CENTER AGENT 

Date:
 Dec 15, 2011
· STAR EMPLOYEE OF THE MONTH

Site:

Zoom Market

Month:
January 2014
Character references available upon request.

   








                          GLAIZA GALAPATE


     







       

 Applicant

	GLAIZA D. GALAPATE – CV No 2008962
Whatsapp +971504753686
To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on email: cvcontacts@gulfjobseekers.com
We will contact the candidate first to ensure their availability for your job 

and send you the quotation for our HR Consulting Fees. 
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