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Profile

Name            :   JULIET
JULIET.347994@2freemail.com 
 
Objectives

To secure a position in a stable, growing organization where there are not only prospects for promotion but at the same time, opportunities in enhancing one’s potential.

Qualifications

· Enjoy working with people.

· High level of personal presentation.
· High level commitment.

· Ability to adapt o change.

· Positive and confident.

· Strong sales focus.
· Good communication skills.

· Strong customers focus.
· Good organization skills.

· Able to work under pressure.

· With strong analytical and communication skills.
· Have good computer skills such as MS office.
Work Experiences 
DATE: March 2010 – Jan. 2012
Position: Receptionist 
Company: EDM Building Maintenance LLC.  Dubai UAE
Job Description: 

Greet Customers


Report directly to the manager


Manage the daily activities of the reception area


Prepares invoice, date entry of the customers update



Systematic filling and administrative duties


Responsible for handling appointments book and telephone calls

DATE:  Oct. 2000 - 2006
Position: Secretary
Company:  Lowtemp Fabrication Manila, Philippines
J0b Description:


Self correspondence


Arranging appointment schedules of Manager


Faxing Purchase orders and Price quotation


Typing quotations


Systematic filling and administrative duties
Education
Graduate of Computer Secretarial and Bussiness Management
1992 to 1994 at International Electronics and Technical Institute

                                                                                                                                                  Personal Details
Nationality                   :  Filipino 
Date of Birth                :  January 25th, 1972
Place of Birth               :  Philippines
Marital Status              :  Separated
Visa Status                   :  Tourist visa
Joining Date                 :  Immediately
Linguistics Skills

English      :   Speaking, Writing, reading   (Excellent)
