Dyrah 
Dyrah.353191@2freemail.com
PERSONAL STATEMENT

Dedicated, focused, administrative professional with proven communication and multi-tasking skills. Adaptable team player, recognized for administrative abilities, willingness to learn and even teach newly acquired skills.  
WORKING EXPERIENCE

Customer / Menu Update Consultant

     Eatnow Menulog Group / Ubiquity Global Services Bacolod

     (October 2016 - February 2017)

Job Descriptions: 

  ● Updating a full menu based on a restaurant’s owner preference. Adding and removing items based on the email sent by the restaurant’s owner. 

  ● Making sure that the online menu is updated grammatically correct. Sending email confirmation about the actions taken. 
Receptionist (Front Office)

     Rushcard / Ubiquity Global Services Bacolod

     (October 2014 ​- October 2016) 
Job Descriptions:
  ● Answer phones and operate a switchboard. Route calls to specific people. Answer inquiries about company. Greet visitors warmly and make sure they are comfortable. Call persons waiting for visitor.  Schedule meetings and conference rooms.

  ● Ensure reception area is tidy. Coordinate mail flow in and out of office. Coordinate office activities. Handle phone calls from people calling in sick. Gather personal and insurance information. Hand out employee applications. Arrange appointments. Cash out people when necessary. Give visitors badges and direct them to where they can sign in. Send email and faxes. Collect and distribute parcels and other mail.
  ● Perform basic bookkeeping, filing, and clerical duties. Prepare travel vouchers. Take and relay messages. Update appointment calendars. Schedule follow-up appointments.
Secretary cum Customer Service
     Rushcard / Ubiquity Global Services Bacolod

     (August 2014 - October 2014) 

Job Descriptions: 
  ● Responds to inquiries regarding customer’s card transactions, balance inquiries      and direct deposits through email. 

  ● Sends dispute forms, statements, direct deposit forms, etc. through email, fax and physical address.       

  ● Escalation of customer’s issues to corporate for resolution.
   ● Answering telephone calls, maintaining diaries, taking messages, typing and word processing.

  ● Arranging appointments, filing, organizing and servicing meetings (producing agendas and taking minutes), managing databases, prioritizing workloads, recruiting, training and supervising junior staff, handling correspondence.

  ● Coordinating mail-shots and similar publicity tasks
Secretary 

       Comcast / Transcom Worldwide Bacolod 

      (February 2012 - May 2014) 

Job Descriptions: 

  ● Answering telephone calls, maintaining diaries, taking messages, typing and word processing.

  ● Arranging appointments, filing, organizing and servicing meetings (producing agendas and taking minutes), managing databases, prioritizing workloads, recruiting, training and supervising junior staff, handling correspondence.

  ● Coordinating mail-shots and similar publicity tasks
EDUCATION 
Elementary Education:

     Rizal Elementary School

      Araneta Street, Bacolod City

High School Education:

     Negros Occidental High School

     Araneta Street, Bacolod City

College:

     Systems Technology Institute

     Lacson Street, Bacolod City

SKILLS AND CAPABILITIES

    ● Can work under pressure.

    ● Flexible in working hours.

    ● Patience and with good communication skills.

    ● Computer literate.

PERSONAL INFORMATION

Age: 24

Gender: Female

Civil Status: Married

Date of Birth: January 2, 1993

Nationality: Filipino

