THERESA 
Theresa.357558@2freemail.com

OBJECTIVE                                                                         
To be part of a dynamic workforce where I could contribute my skills, ability to communicate ideas, commitment to perform quality work, and relevant experience to improve efficiency.

WORK EXPERIENCE
DIMARCO eLECTRONIC Systems LLC 

The first company in the United Arab Emirates focusing on providing metering and billing services for chilled water consumption of District Cooling supply for individual property units, located in Abu Dhabi, UAE.
Administrative Supervisor/ Customer Service Agent                             June 2007 up to present
· Provides high quality customer service (assist tenants with their queries and complaints thru calls, email, and personal interaction) 

· Calls all tenants and owners who have outstanding for payment

· Sets appointment between the tenants and technician for meter checking
· Receives tenant forms and inputs data onto the system
· Prepares report for un-registered tenants with outstanding accounts and follows up for payment
· Receives and manage payments from the tenants

· Checks and prepares the daily collection report
· Prepares LPO, Delivery Note, Quotation and Invoices
· Books tickets for employees’ annual leave
· Arrange employee health insurances
· Order and replenish departmental supplies
· Collects and submits all necessary documents in order to organize all employee visa application, labor cards and Emirates ID
· Organize renewal of Trade License and Chamber of Commerce
Axon Business Systems LLC 
A wholly-owned subsidiary of Mostafa Bin Abdullatif Group of Companies dealing with Physical Security & Office Automation products, located in Abu Dhabi, UAE.
Secretary/Office Admin
June 2006 – April 2007

· Manage branch showroom including walk-in sales and any customer-related queries
· Monitor inventories of stock to ensure smooth flow of orders, sales, deliveries, as well as after sales service
· Coordinate between branch departments and head office to ensure good working relationship among the Sales force, staff and Head Office
· Assist the Branch Manager in the preparation of correspondence and schedules of meetings

· Supervise and ensure confidentiality in the performance of general administrative duties
OFFICE CLUB.COM

A manufacturing and trading company that supplies office equipment, office furniture and other materials located in Binondo, Manila, Philippines.

Senior Call Center Specialist
Jan. 2003 – Dec. 2005

· Conduct training on customer relations, marketing and sales strategies for new telemarketers

· Develop marketing and sales strategies to increase sales
· Transact business deals with prospective clients
Call Center Specialist
Feb. 2000 – Dec. 2002

· Handle clients’ accounts
· Coordinate with different clients and sourcing out new ones
MERALCO FOUNDATION INC.
A foundation established to help young persevering students who want to pursue a career in automotive and other vocational courses, located in Ortigas, Pasig City, Philippines.

Secretary/Purchasing Assistant  
July 1999 – Jan 2000

· Organize important company documents
· Handle calls and prepare check list of new suppliers
· Coordinate with different suppliers regarding prices
· Prepare check request, purchase request and orders
CHILIS GRILL & BAR
A Bar and Restaurant located in Greenbelt, Makati City, Philippines.

Hostess
August 1998 – Feb. 1999

· Set up the outlet for any occasion
· Attend to customers needs and give quality service
· Assist co-workers when the need arises
ESGUERRA DENTAL CLINIC
Private Dental Clinic
Dental Assistant
May 1998 – July 1998

· Assist the dentist in any procedures.

· Do the responsibilities of the resident dentist in his/her absence
EDUCATIONAL BACKGROUND

College


: 
Doctor of Dental Medicine





DOMC, Nagtahan Manila, Philippines, March 1998

Secondary Education
:
St. Mary’s Academy, Sta. Ana, Manila, Philippines





March 1992

Primary Education
:
General Emilio Aguinaldo, Integrated School, Sta. Ana, Manila





March 1986

SKILLS

MS Office, Event Organizing, Flexibility/Adaptability/Managing Multiple Priorities
PERSONAL BACKGROUND

Birthday
:     July 18, 1976                                         Civil Status:
Single

Nationality
:
Filipino
 Religion     :     Roman Catholic

            Language :
English & Filipino   

             Visa Status :     Employment Visa
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