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Objective:  To gain employment that would best fit my qualifications.

                   To contribute all my capabilities in a continuously growing company.

                   To have an opportunity to utilize my interest and abilities towards career                        

                       Development

WORK EXPERIENCES:

Jan.2011 to Jan.31, 2017
DATABASE CONTROLLER at WORLD WIDE AUCTIONEERS LTD., JEBEL ALI

· Responsible for all confidential records of clients worldwide

· Encoding information in AIS(Automated Information System of the company)

· Responsible for the World Wide Main Company Data Base

RECEPTIONIST (RELEAVER) Jan.2011 to Jan. 2017
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries. Directs visitors by maintaining employee and department directories; giving instructions 

August 2009 to Jan.2011          

TELEMARKETER at WORLD WIDE AUCTIONEERS LTD. JEBEL ALI

· Calling all clients worldwide to inform for the upcoming auction

· Screening costumers for Registering during the Auction (make it sure that the business license is valid for 6 months before expiration, valid ID, etc.)

· Responsible for accepting cash or company check only

February 2007 to July 2009           

PRODUCT SPECIALIST at SEAGATE INTERNATIONAL PHILIPPINES

· Facilitates good rapport to the Branch Manager and customers

· In-charge of merchandising in store and promotions of products to customers

· Prepares Inventory reports & product order suggestions to purchasers

       -      Directly reporting to Sales Managers

       -      Dealing with clients in order to satisfy what they need

August 2002 to February 2007

PRODUCT MANAGER at KODAK INTERNATIONAL MAKATI, PHILIPPINES          

      - Coordinate with store supervisors/ managers regarding merchandising plans 

      - Conduct meeting with merchandisers/ attend clients meetings when necessary

      -  Conduct product orientation/ trainings for the new merchandisers. 

March 1997 to May 2002

AREA MANAGER at KOLIN  PHILIPPINES  INC.    MAKATI CITY

· Responsible to all outlets North of Metro Manila area

· Work closely with the Operations & Sales Manager to meet the distributions sales goals.

· Meet monthly quota together with your Sales Personnel

EDUCATION:       

Luba-Tubo Catholic High School

Luba, Abra, Philippines

·  Secondary    

University of Northern Philippines 

Vigan City ,Philippines

· Bachelor of Science and Criminology (undergrad)

· (BSBA) Medical Secretary (Graduated 1996)

TRAININGS ATTENDED:

Security and Safety                            Heritage Career Training Center 

5 Steps to a Costumer Care               Kodak Philippines

Junior Bible Studies                            Singapore, Bible Crusade School, Singapore

Citizen Army Training                          University of Northern Philippines

CHARACTER REFERENCES:

MD Doc. Mohamed Berer                                    Richard  Neal Sweatt

Medeor Hospital 24x7, Dubai                             General Manager (Auction Sales and Service)

Mobile: 971 50 6546182                                      World Wide Auctioneers Ltd.

Email: drberer@medeor247dubai.com            Mobile:  971 55 8130321

Mohammad Kamal Alturk

Accommodation Manager

Serco Dubai Metro

971 50 1017370

PERSONAL INFORMATION:

             Civil Status        :     Widow

             Nationality         :     Filipino

             Height               :     5’3                
            Visa Status       :     Residence Visa Free Zone
                                                                                 _____________________________                                                                                                               

GRACE  
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