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Graduate of BACHELOR OF ARTS major in History-
Isabela State University, Philippines (2001)
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PERSONAL OBJECTIVE

· Interpersonal: I endeavor to be a receptive listener and a clear talker and am very adapt in Computer operations
· Adaptability: My work experiences have taught me the value of versatility and as a consequence I wholeheartedly welcome any new change or challenges and diversity in any culture.
QUALIFICATION

· Well versed in computer office applications
· Possess very good command of English Language (written and spoken).
· Ability to multi task and work well under pressure with minimal or no supervision
· Proven competence, sincerity, dedication, flexible, results oriented and hardworking qualities
· Well-developed communication skills demonstrated through extensive customer service, answering phones, and positive interaction with individuals at all levels
EMPLOYMENTS (DUBAI UAE)

Executive Secretary cum Marketing & Event Coordinator .

Mid Emirates Advertising LLC

Al Mina Road, Bur Dubai, Dubai UAE (February 2012 up to date)

Duties and Responsibilities:

· Managing Day to Day operations of the office, using variety of software packages, such as Microsoft words, outlook powerpoint, excel, Access etc. to produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
· Arranging both in-house and external events.
· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers. Purchase and issue order in accordance to specification, monitoring quality control
· Liaising among different department , e.g. suppliers or managers
· Sells products by establishing contacts and developing relationships with prospects; recommending solutions.
· Maintains relationships with clients by providing support, information, and guidance
· Prepares reports by collecting, analyzing, and summarizing information
· Organizing Sales visit, demonstrating/presenting the products to the clients.
· Attending trade exhibitions, conferences and meetings
· Overseeing the flow of order, control quality and ensure on time delivery.
Executive Secretary. Physiotherapy Department, Dr.Sulaiman al Habib Medical

Group- Dubai Health Care City(DHCC) (from February 13,2011 up to November 30, 2011)

Duties and Responsibilities:

· Welcomes patients and visitors by greeting patients and visitors, answering or referring inquiries.
· Optimizes patients' satisfaction, scheduling appointments.
· Keeps patient appointments on schedule by notifying provider of patient's arrival
· Comforts patients by anticipating patients' anxieties, maintaining the reception area.
· Ensures availability of treatment information by filing and retrieving patient records.
· Cashier Supervisor.

· ROBINSONS SUPERMARKET- Balibago Branch, Angeles City, Pampanga, Philippines (Sept 01,2007 to February 20,2008)
· Maintains patient accounts by obtaining, recording, and updating personal and financial information.
· Maintains business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies;
· Helps patients in distress by responding to emergencies.
· Protects patients' rights by maintaining confidentiality of personal and financial information.
· Maintains operations by following policies and procedures; reporting needed changes.
· Contributes to team effort by accomplishing related results as needed.
Counter Sales Person. Dunkin Donuts Continental Foods Est.

Dubai, UAE(from June 8, 2009-February 8,2011)

Duties and Responsibilities:

· Responsible for providing courteous and efficient food and beverage services to the guests.
· To present menu, take order, suggest and recommend appropriately.
· To attend and respond to guests’ needs promptly and professionally.
· To present bills to diners, collect payment, return change to diners.
· To perform general housekeeping and cleaning duties, including sweeping, mopping, cleaning glasses, furniture & fittings, laying of tables and up-keeping of rest room etc.
· Any other appropriate duties and responsibilities as assigned.
· Responsible for receiving and maintaining merchant’s information to ensure proper routine of goods.
· Maintain and monitor daily inventory of goods
Telephone Operator. Admiral Plaza Hotel- Bur Dubai, Dubai, UAE

(March 2002 to April 2005)

Duties and Responsibilities:

· Answers incoming calls, directs call to guest rooms, staff, or departments through the switchboard
· Receives guest messages and deliver the same to the guest.
· Logs all wake-up call requests and performs wake-up call services.
· Provides information about hotel services to guests.
· Understand the telephone operator board or PBX switchboard operations.
· Provides paging services for hotel guests and employees.
· Assists in reporting telephone equipment or service complaints and problems.
· Trains or assists with training new telephone operators in performance of job duties.
· To be fully aware of and adhere of health and safety, fire and bomb threat procedure.
· Must be polite and courteous while answering the phone.
· Keep records of calls placed and received by all departments and recording the call charges.
Employments Records (Philippines)

Sales/Counter Clerk. NCR Construction Supply Inc,- McArthur  Highway,  Angeles

City, Pampanga, Philippines (February 23,2008 to March 30, 2009)

Duties and Responsibilities:

· Assisting customers on the counter and check availability of the items requested on the system.
· Once the order confirmed, prepare the order form and submit to the accounts.
· After order slip approved, print the invoice and receive payment from the customers byCash,cheques and credit cards,
· Submit the Invoice to the accounts and delivery form to the warehouse checkers for preparation of
· materials
· Arranging the orders delivery and destination.
· Responsible for receiving incoming and outgoing calls prior to special order and deliveries of construction materials.
· Monitoring the availability of the construction items/materials for special orders and inform the customers for stock availability and keep the client informed on any delays.
ROBINSONS DEPARTMENT STORE – Balibago Branch, Angeles City, Pampanga, Philippines (June 20,2007 to August 30,2007)

Duties and Responsibilities:

· Provide department schedule for staff members to cover all needed hours while adhering to the labor hours
allocated to the department by the General Manager.

· Approve employee time sheets on biweekly bases through Attendance on Demand. Correct missed punches and acknowledge any exceptions prior to approving time sheets.
· Perform all tasks related to running a register including but not limited to, cash/check/credit card handling, merchandise returns, and gift cards.
· Maintain the security and accuracy of change funds issued to register locations
· Schedule and conduct department meetings.
· Count money in cash drawers and calculate total payments received. Complete readout including all necessary paperwork, credit card reports, department reports, and bank deposit.
· Issue receipts, refunds, credits or change due within company policy.
· Assist Daily Records in problem solving with daily balancing of cash registers.
· Responsible for updating and communicating changes in the cashier manual.
· Responsible for opening and closing the registers, approving overrides, assisting in the training of new cashiers, monitoring cash limits, making supervisory decision
· Monitor checkout stations to ensure that they have adequate cash available.
Cashier.

ROBINSONS SUPERMARKET- Nepo Mall, Angeles City, Pampanga, Philippines (January 15, 2007 to June 15, 2007)

ROBINSONS Department Store- Nepo Mall, Angeles City, Pampanga, Philippines (March 01, 2006 to

December 30, 2006)

Duties and Responsibilities:

· Responsible for maintaining outstanding customer service as per company standards, processing sales quickly, accurately and efficiently, cash register operations and safeguarding company assets.
· Transact payments made by the customers.Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Ensures that each customer receives outstanding service by providing a firendly environment.
· Maintains awareness of all promotions and advertisements.
· Accurately and efficiently ring on register and maintain all cash and media at the register.
Bookkeeper. Accounting Department, Municipal Hall - Municipality of Cauayan City,

Isabela, Philippines (October 2001 to March 2002)

Duties and Responsibilities:

· Transact papers for project proposals requested by barangay officials
· Prepare documents for approvals of annual budget (IRA) for 15 barangays
· Keeping all the files of every Barangays accordingly
Barangay Treasurer. Barangay Catalina- Municipality of Cauayan City, Isabela, Philippines (June 2000 to September 2001)

Duties and Responsibilities:

· Coordinate and monitor Barangay transactions
· Prepare annual budget of Barangay IRA (Internal Revenue Allotment)
· Took charge of the budget for proposed projects of Barangay
· Attend seminars conducted by municipal officials
· Prepare monthly payrolls for Barangay official
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