JOSELIE 
■ DEIRA, DUBAI UNITED ARAB EMIRATES.
■ joselie.368923@2freemail.com 
Whatsapp +971504753686 / +919979971283
OBJECTIVE
To be able to seek a challenging position in a competitive company wherein I will be able to share and further develop my skills and competence that will produce optimum benefits for the organization.
Summary of Achievements and Qualifications
1. Excellent in academic
2. Excellent performance by handling office report and customers oriented
3. Knowledge in Microsoft Office (Word and Excel) internet(browsing) and email
4. Professional, have communication skills, interpersonal skills and friendly
JOB EXPERIENCE
RECEPTIONIST I SECRETARY I COUNTER SALES REPRESENTATIVE
Armani Rent A Car
Al Karama, Dubai -UAE
January 2011 - up to present
Responsibilities:
· Responsible for loading in the RTA - Road and Transport Authority
· Handle “day to day" transaction.
· Responsible for vehicle lease rent agreement and other administrative procedures.
· Check/Follow up bank transactions such as Merchant Settlement Advice and Daily cash-flow (petty cash, cash/cheque deposit etc.);
· Monitoring of income/fines/penalty for each vehicle and salik balances.
· Prepare issues, and sends out receipts, bills, invoices, statement, and checks.
· Prepare/transcribe necessary documents/forms needed such as vehicular accident.
· Call existing customer with long term rental contract every month for monthly payment and prepare invoices.
· Communicate/Handle any special/urgent issues/requests or queries from the bank thru email or phone.
· Handles incoming/outgoing telephone calls and fax messages.
· Perform administrative such as encoding, retrieving and filing.
· Solicit feedback from customer to ensure the customer is satisfied and identify possible competitor attacks.
· Build relationship and bridges with all customers to ensure successful service.


Branch Sales Consultant
Citibank Savings Inc Staff builders Asia Inc.
Accredited Service Provider Pampanga -Philippines April 14, 2009 - May 14,2010
Responsibilities:
· Comply with all other Sales Consultants" responsibilities as laid down in Customer Services procedures and as reviewed from time to time.
· Identify appropriate opportunities for signage
Telemarketer
HSBC Positive Responses Vision Inc.
Accredited Service Provider, Pampanga -Philippines February 16,2008 - January 9, 2009
Responsibilities:
· Deliver prepared sales talks, reading from scripts that describe products or services, in order to persuade potential customers to purchase a product or service or to make a donation.
· Record names, addresses, purchases, and reactions of prospects contacted.
· Answer telephone calls from potential customers who have been solicited through
advertisements.
· Conduct client or market surveys in order to obtain information about potential customers.
EDUCATIONAL ATTAINMENT
Bachelor of Science and Business Administration
Major in Marketing
Angeles University Foundation
Angeles City, Pampanga -Philippines
1995-2001
PERSONAL INFORMATION
Visa Status Civil Status Age
Employment Visa
Single
38
Joselie 
Applicant
