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JACQUELINE 

Jacqueline.337414@2freemail.com
Languages Spoken: Fluent in English, Tagalog, Some Arabic and Greek Languages
CAREER OBJECTIVES:

To be able to work in a progressive and establish institution that will challenge and enhance capabilities and skills for future advancement not only for my personal growth but also for the fulfillment of the company.

QUALIFICATIONS AND SKILLS:

       .   Customer Service Assistant
       .   Excellent  in Public Relation

       .    Hardworking and dedicated towards work
       .    Computer Literate 

       .    Operates cashiering machine (POS) and office equipments

PROFESSIONAL EXPERIENCE:
Cabin Stewardess                                                                   April 22, 2016 - August 27, 2016  
Elizabeth and Alex M/Y ( MotorYatch)

Athens, Greece.
Duties and Responsibilities:
 1. Adhere to the company standards regarding dress and appearance
2. Extend appropriate greetings to all guests at every opportunity

3. Ensure guests are familiar with staterooms

      1. Lights , Air-conditioning , TV/VCR
      2. Stateroom amenities

      3. Safety regulations (Boat drill& life jacket issue to guests) , Paging System, etc,
4. Report and follow up on all maintenance issues.
5. Ensure all Staterooms are service twice a day, Responds to all request.
6. Advice immediately any guests challenges to housekeeping management, train and evaluate assistant stateroom steward/ess. Provide feedback to housekeeping management.

7. Ensure daily inspection of all guest’s mattresses, request replacement where necessary. Adhere to mattress turning guidelines.

8. Ensure that all equipment is properly stored that all Stateroom beverage services are  followed.
9. Ensure that food service chinaware is removed from staterooms in prompt manner and returned to the designated area (in no circumstances it should be stored on the carpet).
Sales Associate                                                                   May 7, 2012 – December 20, 2014 
Apparel Group of Company

Dubai United Arab Emirates
Duties and Responsibilities:
1. Helping costumer in any possible way to ensure customer service satisfaction, Greets and interacts with customers courteously and politely.
2. Attend customers queries, comments and suggestions over the counter & through phone. Provide brief orientation and demonstration.
3. Merchandising of the product, Ensure the item has been priced, Do the daily and weekly sales report. Conduct inventory of the products.
4. Checked the watches if it all in good condition, Conduct inventory of the product , Promoting of products and meeting target in sales revenue.
Secretary Cum Receptionist                                           May 2008 – August 2010
 Al Akhiyar United LLC.
Ruwi Opp. Oman Center 
Sultanate of Oman
Duties and Responsibilities:

1. Acts as first point of contact for both internal and external visitor, wishing to contact executive  level manager to ensure that only those genuine and acceptable reason may do so.

2. Provide information about establishment such as location of the company and facilities, Coordinate and facilitate the reception and logistical arrangements for visiting VIP’s and ensuring observance of protocol and sensitivity of cultural aspects.

3.  Provide a complex time management /diary service for the executive level manager to ensure effective use of time and attendance at all meeting at the appointment meeting.
4. Maintains records/ file, replenish stationery and arrange servicing of office equipments to ensure the executive level manager can function effectively and minimum description.

Customer Service Assistant                                          December 2006 – December 2007

LAS Management & Manpower Consultancy Inc.

Makati, Philippines

Duties and Responsibilities:
1. Taking ownership for queries from first  contact to resolution.

2. Interacting directly with potential, new and existing clients, Developing maintenance and redemention of customer relationships and informing customers of all the latest products.

3. Accurately updating administrative records, Promoting products and services.

4. Resolving face to face, telephone and email queries quickly and to complexion, implementing agreed promotional activities.

5. Monitoring until completion outstanding orders and enquiries,.

6. Processing customer registrations.
EDUCATIONAL BACKGROUND:
Basic Training of Marine                                             January 26 – May 4, 2015
 T.M Kalaw St. Malate, Philippines

Computer Science                                                         April 2000 – June 2006
System Technology Institute

Caloocan City, Philippines
PERSONAL  INFORMATION.

Civil Status    :                                                     Single

Religion          :                                                     Roman Catholic

Citizenship    :                                                     Filipino

Visa Status     :                                                     Visit Visa

