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Erica
Erica.363925@2freemail.com 
 


OBJECTIVES:
To be an integral part of a company wherein I can use and impart my knowledge and skills that I have acquired thru my work experience and to have not only professional but a personal growth as well.

 SPECIAL SKILLS:
• Computer literate (Proficient in MS Word, MS Excel, PowerPoint, Internet).
• Hardworking.
• Ability to work under pressure and less supervision.
• Good initiative, fast learner and willing to be trained. 

• Flexible can think and decide under challenging circumstances.

• Analytical and keen to details, pro-active and possess strong leadership skills.

• Has a positive attitude towards difficult situation and different people and culture. 

WORK EXPERIENCE:

RECEPTIONIST CUM SECRETARY

Al Agha Decoration Works LLC

Al Mamzar, Dubai – U.A.E 

July 7, 2015 to present

· Answer incoming calls on multi-line phone and respond to inquiries in a courteous manner and refer to other persons in the office as appropriate. 

· Greet visitors, ascertain the nature of their business, and refer them to appropriate staff members. 

· Check fax machine for incoming faxes & delivers to appropriate personnel.

· Dealing with incoming email and post, often corresponding on behalf of the manager.

· Perform copying, mailing, filing and typing duties as required. 

· Compose routine correspondences, reports, forms and other materials. 

· Arrange meetings and schedule appointments as requested.
· Preparing Letters, Inquiries and Quotations. 

· Responsible in all the incoming/outgoing documents (e.g. Proforma Invoices, Commercial Invoices, Quotations, Letter of Credit, Telegraphic Transfers, etc…)

· Follow-up clients regarding their outstanding Bill/Payments.

· Other office tasks as assigned by Legal and HR Department.

CASHIER

Super Shopping Market Inc.

SM Valenzuela, Philippines 

August 3, 2014 to January 1, 2015
·  Greet customers when entering or leaving establishments.
·  Pleasantly deal with customers to ensure satisfaction.
·  Handling all the cash transaction of an organization.
·  Scan goods and collect payments. 
·  Receive payment by cash, cheques, credit card etc.
·  Issue receipts, refunds, change or tickets.
·  Keep reports of transactions.

·  Redeem stamps and coupons.
·  Make sales referrals, cross-sell products and introduce new ones.
·  Resolve customer complaints, guide them and provide relevant information.
·  Maintain clean and tidy checkout areas.
EDUCATIONAL BACKGROUND:
Tertiary       : 
Datamex Institute of Computer Technology 


Office Administration
                        
Valenzuela City (2012-2014)
Secondary    :   
Valenzuela National High School

    

Valenzuela City (2008-2012)
Primary         :  
Dona Ata Elementary School

      

Valenzuela City (2002-2008)
Personal Information 
Date of Birth           : May 19, 1996 

Marital Status          : Single 

Nationality               : Filipino 
Height                      : 5’3

Visa Status               : Employment Visa 
Language Spoken    : English, Tagalog 
Character References:

Available upon request
I hereby certify that the above information is true and correct at the best of my knowledge.


