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Contact HR Consultant for CV No: 340718

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
 _________________________________________________________________

OBJECTIVE: 
To be a part of a reputable Company, that seek a hard-working, efficient and productive with a satisfying performance in a daily office routine. 
EDUCATIONAL ATTAINMENT:
Bachelor of Elementary Education. S-Y 1992-93

West Negros College Bacolod City, Philippines

POSITION DESIRE: (Receptionist)

Previews job description: 

My main duty and responsibility based to my working experienced are as follows:

>Managing the reception area and handling the most significant task of being a receptionist. 
>Be always detailed, screened all calls and ensuring that the message that received promptly and courteously. 
>Attending and assisting applicants, guests and clients about their inquiries, needs and purposes. 
 > Acting as a front desk officer and managing all mails and couriers as well as handling office works such as filling, fax, photocopying, replied e-mails, inventory of office supplies and pantry. 
> Making schedule for driver’s and messengers daily route.

Inventory of office supplies and pantry.

WORKING EXPERIENCED:
SUPERVISOR

Espressamente Illy

Abu Dhabi International Airport

Dec. 2013 – Feb.  2017

SUPERVISOR

Esquires Coffee Houses

Abu Dhabi UAE;

May 2011 – Dec. 2013

ADMIN. ASSISTANT
FRCS Abu Dhabi, UAE.
Oct.  2009- April 2011

PLANT SUPERVISOR

Young’s Town Corp.

May 2004 to 2006

REAL ESTATE AGENT

Asean Land Strategies

February 2003 to June 2005

JUNIOR MANAGER

Baryo Leisure Complex

February 1999 to March
RECEPTIONIST/ TEL. OPERATOR
Armstrong holding corp.

June 1997 to January 1999

QUALITY CONTROL
February 1995 to March 1996

R E Garments
SALE’S REPRESENTATIVE
EL Grande Industrial Corp.

September 1993 to January 1995
PERSONAL INFORMATION:
  Marital Status:       Single

  Date of Birth:         Feb.10, 1972

  Height:                    5’3”                   

  Weigh:                    120 lbs.
  Heath:                     Excellent

  Travel:                    Willing to travel as and when required 
  Religion:                  Roman Catholic

  Languages:              English ( both oral & written )

TRAINING ATTENEDED:
RMK FOOD SAFETY TRAINING

Abu Dhabi UAE.

Jan. 2013.

Hotel and Restaurant Service w/ Certificate.  

August 2008
Mid Land Plaza Hotel

Ermita Manila, Phil.

ExcelAsia for special people w/ Certificate.
May, 2009

Preparation for a Call Center Agent

Bacolod City, Phil.

