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RIZA
RIZA.338548@2freemail.com  
Position Desired: Car Rental Agent/Customer Service Representative/Receptionist/Admin. Asst.
OBJECTIVE:  Seeking a position related to my previous work experiences where it will be fully utilize, can contribute to the growth of the organization and to be offered a rewarding work environment that will enable me to learn and advance on my professional career.
SPECIAL SKILLS:

· A Team Player and very result-oriented

· Ability to use effective sales technique

· Excellent customer service and interpersonal skills

· Effective written, verbal & listening communication skills

· Knowledgeable in MS Computer Applications


· Office Files administration and database management

· Ability to manage stressful or unusual situations in order to maintain good customer service.
· Very eager to learn and applies quickly and effectively.
· Ability to handle sensitive and private information in a professional manner.
EDUCATION:



Bachelor of Science in Entrepreneurial Management



Polytechnic University of the Philippines– Manila, Philippines 



Year :  1997 – 2001


The Sisters of Mary School



Sta.Mesa, Manila Philippines



Graduated High School



Year: 1992-1996

PROFESSIONAL EXPERIENCE:
Position
:  Car Rental Agent/Transportation Coordinator
Date

:  October 11, 2011 – November 25, 2016
Duties and Responsibilities:
· Dealt with customer enquiries about the availability and cost of vehicles and other services
· Registered bookings and explained the terms and conditions of rental/leasing agreements

· Completed paperwork with the customer regarding payment

· Showed vehicle to customers and pointed out any bumps, scrapes or special features
· Checked mileage and scrutinized for damage when vehicles are returned
· Assisted with training of new agents being sure all policies and procedures were understood and followed

· Prepares, review and submit reports to supervisor.

· Perform other related responsibilities as required.

Company
:  Al Ghazal Transport-Rent A Car Div./ Abu Dhabi, U.A.E
Position
:  Customer Service Agent/Receptionist
Date

:  Sept.  2007-August 2011
Duties and Responsibilities:

· Greet visitors and determine the nature of visit; alert appropriate party of visitor arrival or direct visitors to appropriate office or employee

· Handles part of ARMADA SYSTEM data entry such as Opening & Closing Contracts, Reservations and Vehicle Replacements

· Responsible for the Preparation of Daily/Weekly/Monthly Report –ensuring the completeness & correctness of details of each & every opened & closed contract.

· Responsible in dealing with customer relevant queries, complaints and request for information on services and informing concerned department.
· Performs other tasks upon work need & management instructions.
Company
:  Robinsons Supermarket Corp. / Quezon City, Philippines 

Position
:  Junior Accounts Payable Processor
Date

:  August, 2005 – April, 2007

Duties and Responsibilities:

· Processed all supplier invoices and refunds on a timely manner
· Dealt with supplier account queries via telephone, email and fax and resolve queries promptly.

· Reconciled supplier account and resolve differences.
· Performed daily follow-up on accounts payables, communication & issues requiring special/urgent attention.

· Processed staff expenses, cheque requisitions and petty cash vouchers
Company
:  Big R Supercenter / Quezon City, Philippines

Position
:  Accounts Payable Processor
Date

:  July 2002 –  August, 2005

Duties and Responsibilities:
· Entertain queries of suppliers regarding payment, adjustments, deductions, etc. of their invoices for deliveries made.

· Generates & releases Payment Remittance Advise to suppliers.

· Receive and update suppliers’ statement of accounts.

· Follow-up documents for payment from other Departments.

· In-charge of timely checking and processing of the company’s Accounts Payables specifically suppliers’ / vendors’ claims.

· Enrolled company’s suppliers in the Bank Settlement System (BSS) payment of the company.

· Receive and process concessionaire vendors’ documents on a monthly / semi-monthly basis.
Personal Information:


Age

:  37 years old


Birthday
:  December 31, 1979


Civil Status
:  Single

Religion
:  Roman Catholic

Height

:  5’1


Weight
               : 140 lbs.


Visa Status
:  Transferrable (Valid until January 2017)











I hereby certify that the above information is true and correct to the best of my knowledge

