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ARLYN 

ARLYN.361795@2freemail.com 
  
POSITION DESIRED: OFFICE ASSISTANT /RECEPTIONIST

Professional Summary
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To be involved in work where I can utilize skill and creatively involved with system that effectively contributes to the growth of organization.

Skills
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· Highly motivated and dedicated person
· Computer literate (e.g. Word, Excel, Visual Basic, PowerPoint.)
· Energetic work attitude and telephone etiquette
· Ability to work under minimal supervision
· Arrange documents (i.e. Trade license, employment visa, visa attestation with


Ministry of foreign affairs and Ministry of Justice.

· Knowledge of office practice and procedures
· Administrative support specialist
· Medical billing
· Customer service-oriented
· Handles cheque deposit and wire transfer
· Works well under pressure
Personal Information
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Date of birth: January 27, 1982 / Citizenship: Filipino/ Religion: Roman Catholic / Visa status: Cancelled visa (4years UAE experience) / Language Spoken: English / Age: 35 years old

Work History
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RECEPTIONIST / OFFICE ASSISTANT
JUNE 2013 – March 2017

KP Confidentia Limited, Dubai UAE


Greet
persons
w h o
a r e
entering
establishment,
determine
nature
and purpose
of
visit and

direct or escort
them
to specific  destinations.


Operate  telephone  switchboard to
answer, screen and forward calls.  P roviding  information,  taking

	
	messages  and scheduling
	appointments.

	   Collect,  sort,  distribute  and prepare mail,  messages,  and courier  deliveries.

	

	
	Maintains  office cleanliness.

	   Schedule  appointments and maintain and  update  appointment  calendars

	
	Monitor level  of supplies
	and handle shortage (office  and pantry supplies).

	Promoter
	January 2011-Dec 2012


Cinderella Kids Wear, Manila Philippines

· Actively  assist  deals  and attends  to  the need of customer
· Grant the request of the customer on getting new stocks. Size and others design of the product a s request e d by the customer.
· Assure  the  product selling  is  properly fix  and in a proper place.
· Call  the customer  and  potential client  over the phone  and encourage them  to  buy the product
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices; participating in professional societies.
· Contributes to team effort by accomplishing related results as needed.
· Maintain cleanliness  of  the work area.
· Arrange  the goods in the  proper  way,  make sales  reports  every weekend and month
end.


Make sure the
customers
on the
floor
are all
taken care of
and you answer
all the

quest. Face  the customer
with the smile.

Food Attendant
Feb 2007 – Oct 2009

Izakaya Restaurant , Philippines

· Prepare  tables for meals,  including  the complete set up of  linens, silverware and glass-ware.
· Perform  light  food  preparation duties including  bread,  salad  preparation  appetizers  and desert
preparation.


Greet guests in a  professional manner
and provide education about
the  food.

· Inform  customers  of  daily specials.
· Check  food  and beverages for  quality and presentation  before  serving  to guest
	Waitress / Hostess
	March 2002 – March 2005

	Japanese
	Restaurant,  Itchi
	Maro  Nana  (107)  Japanese  Restaurant,  Tokyo

	Japan
	
	

	   Check
	patrons'  identification to ensure  that they meet  minimum  age  requirements  for consumption


of
alcoholic  beverages.

· Write  patrons' food orders  on order slips, memorize  orders,  or  enter  orders  into computers for
transmittal
to kitchen staff.

· Described and recommended wines  to customer.
	
	Serve food and/or  beverages to  patrons; prepare
	and serve specialty  dishes
	at
	tables.

	
	Prepares  hot, cold,  and mixed drinks for
	patrons.
	
	
	

	
	Check
	with customers  to  ensure that
	they are
	enjoying  their meals  and
	act
	to correct

	
	any  problems.
	
	
	
	

	
	Collect
	payments from customers.
	
	
	
	


· Cleaning tables  or  counters  after  patrons had finished dining,
Education
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	Computer Secretarial
	

	Great Plebian Collage, Pangasinan, Philippines
	1999-2000


I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.

