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JOANNEE 

Joannee.339731@2freemail.com
 

  

Objective:  I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself. 

QUALIFICATIONS
· Adaptable and ambitious individual with good problem solving and team working skills. Proven experience in handling operational support duties along with great ability to manage tier one duties.
· High energy background in managing administrative duties in a fast-paced marketing environment. Tenacious and resourceful with a great talent for blending creativity and administrative abilities to achieve outstanding results.

WORK EXPERIENCE

KING SAUD UNIVERSITY MEDICAL CITY (December 22, 2014-present)
· Medical Administrative Coordinator / Department Secretary

Duties and Responsibilities:
· Maintains workflow by studying methods; implementing cost reductions; and developing reporting procedures.

· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

Administrative Assistant Skills and Qualifications:
· Reporting Skills, Administrative Writing Skills, Microsoft Office Skills, Managing Processes, Organization, Analyzing Information , Professionalism, Problem Solving, Supply Management, Inventory Control, Verbal Communication

TAMBUNTING GROUP OF COMPANIES (February 1,2011 – March 30,2014)
· Branch Manager / Jewelry Appraiser/Teller / Sales Associate( Money Remittances: Western Union,G-cash/,B.P.I. Banko,Palawan Express Pera Padala,Foreign Exchange) 
Duties and Responsibilities:
·  Responsible for the administration and efficient daily operation of a full service branch office, including operations, lending, product sales, customer service, and security and safety in accordance with the company objectives.
·  Provides a superior level of customer relations and promotes the sales and service culture through coaching, guidance and staff motivation.
· Achieves individual and branch sales goals through new business sales, referrals and retention of account relationships.
· Provides leadership, training and supervision; delegates day to day operations to the Operations Officer or other branch personnel.
· Responsible for attaining established Bank and branch goals through active participation in sales management and officer call programs. 
· Participates in community affairs to increase the Branch's visibility and to enhance new and existing business opportunities. 

 

Branch Manager & Jewelry Appraiser Skills and Qualifications:
· Management

·     Dealing with ever-changing requests from customers.

·     Able to work quickly.

·     Experience of working in a busy retail environment.

·     Knowledge of a wide spectrum of management disciplines.

·     Aptitude for providing a high degree of customer service.

·     Dealing effectively with unexpected scenarios.

·     Excellent listening and questioning skills.

·     Creating branch business plans.

·     Ensuring that a branch is profitable.

· Jewelry appraisers are skilled in the field of gemology, which is nothing but the detailed study of valuable gems and metals such as gold, platinum and silver. I can identify the authenticity and value of jewelry item by performing minute observations and unobtrusive experiments on it. This helps in determining the market value of the ornament so that it may be sold or purchased by interested clients.
EDUCATION 

COLLEGE : 

University of Northern Philippines, Tamag, Vigan City, Philippines 
Bachelor of Arts Major in Mass Communications (2004-2008) 

 

SECONDARY :
 Pascual Rivera Pimentel Memorial Academy 
            


 Sta. Cruz, Ilocos Sur (2000-2004) 

 

ELEMENTARY: 
San Jose Elementary School
 


San Jose, Sta. Cruz, Ilocos Sur (1995-2000)

 
