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OBJECTIVE

To become part of an organization where I can use my skills and expertise in the field of customer service and to accomplished high level of performance through training and development for a better and challenging position.

EMPLOYMENT HISTORY
TICKETING AGENT / CASHIER
Arissa Travel & Tours



January 2013 – October 2016

Cagayan de Oro City, Philippines
· Handle Customer queries about their travel destinations and hotel bookings

· Provide customer information about different airline and hotel prices
· Printing of customers booked airline ticket and flight itinerary

· Receiving payment for booked tickets 
Shift SUPERVISOR / MONEY TRANSFER CLERK
Redha Al Ansari Exchange


November 2008 - February 2012
Sharjah, U.A.E.

· Supervise the branch daily operations.
· Handles customer complaints, Money Transfer issues and Branch operation problems.

· Follow-up with operations dept. about money transfer problems.

· Communicate with branches-in-charge in case of issues and problems arising in the branch.
· Supervise training of the branch new members.

· Process different Money Transfers such as Western Union, Bank Telex Transfer and sales of National bonds.

· Check cashiers daily ending balances and make reports in case of money excess or shortage for all currencies. 
· Make daily end-of-day reports of all products and money transfers transactions.
DATA ENTRY OPERATOR / SCANNING ASSISTANT
Ontrack systems



November 2007–November 2008
Abu Dhabi, U.A.E.

· Outsourced to First Gulf Bank as a Data entry operator /  Scanning Assistant

· Scans all bank documents, such as loans, telex transfers etc., label each scanned files and upload it to the banks server.
PERSONAL ATTRIBUTES

· Comfortable interacting with a broad range of people

· Responsible, self-motivated, dedicated goal oriented individual with high work standards

· Recognized for customer service and diplomacy

· Highly motivated, efficient and hardworking individual

· Time management skills

· Approachable attitude with logical approach to work and willing to travel

RELEVANT EXPERINCE

Communication and People Skills

· Consistently maintain a positive attitude and satisfy customers need

· Articulate and very effective working with people of different backgrounds and temperaments.

· Accurately record, remember and verbally communicate detailed information

· Cooperatively work with others to produce and deliver required work.

Organization and Time Management
· Experienced supervisor with a management style that motivates staff productivity.

· Strong skills in time management, prioritizing tasks and meeting deadlines.

· Produced quality work even when under extreme pressure.

· Collaborate in teams to produce quality reports.

Special Skills

· Excellent skills in Microsoft Office Application (Word, Excel and Power Point)

· Auto Cad 2D (with Certificate of completion approved by Philippine Embassy in UAE)

· 3D Studio Max (With Certificate approved by UAE Ministry of Education)
· Skills in Adobe Photoshop
· Computer troubleshooting 
EDUCATIONAL BACKGROUND
College:
Bachelor of Science in Computer Engineering


AMA Computer College, Makati City

(UnderGraduate)

High school:
Graduated: March 1997

Secondary Level

International Philippines School in Riyadh


         Riyadh, Saudi Arabia
PERSONAL DATA


Date of Birth

: 
December 14, 1980


Place of Birth

: 
Iligan City, Philippines 


Nationality

: 
Filipino 


Religion

:
Islam


Sex


: 
Male


Civil Status

: 
Single

Home Address

:
Balindong, Lanao del Sur, Philippines


Language Known
:
English (written and oral); Filipino (Mother tongue)

I hereby certify that the above forgoing data are true and correct to the best of my knowledge and belief.









       Applicant

CURRICULUM VITAE








