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Denise Marie 
E-mail: denise.369600@2freemail.com 
Objective

To be able to work in an organization that will enhance my skills and knowledge geared towards professional growth, as I acknowledge my ability in full perseverance with flexibility and motivation to achieve the company’s goal.

Experience

June 2016 up to November 2016   
Five Elements Advertising LLC                                  Dubai UAE 

Office Admin

· Assists office staff in maintaining files and databases

· Assigns jobs and duties to office staff as needed

· Monitors office operations

· Schedules appointments and meetings for executives and upper level staff

· Serves as the go-to for office inquiries and conflicts

· Manages staff schedules

· Tracks office supply inventory and approves supply orders

· Manage phone calls and correspondence (e-mail, letters, packages etc.)

· Submit timely reports and prepare presentations/proposals as assigned

· Assist colleagues whenever necessary

· Do telemarketing and email marketing.
· Calling another supplier for outsource project.

                             December 2014 up to May 2016 
Miracle Advertising LLC                                  Dubai UAE 

Clerk General/Secretary Admin
· Answer Calls and respond to emails. Handle customer inquiries. Making Quotation, Invoices and Delivery Note. Follow client’s payments. Filing all needed documents. Do telemarketing and email marketing. Arranging meetings for clients. Calling another supplier for outsource project.
                                 March 2012 up to October 2014            Hawaiian Airlines(ticketing)          
                                           Teleperformance Cebu City



 
 Customer Service Representative/Ticketing Agent
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· Answer Calls and respond to emails. 
· Handle customer inquiries/reservations over the phone. 
· Research required information using available resources. 
· Serves customers by determining requirements such us answering inquiries, resolving problems, fulfilling requests, maintaining database. 
· Document all call information according to standard operation procedure.  
· Book ticket using SABRE.
· Give one call resolution to customer.
April 2009 up to March 2012

  PEOPLE SUPPORT(EXPERIAN)



  I.T Park Cebu City Philippines

Retention Sales Account/CSR
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· ensure that customers understand their bills

· answer customer questions regarding recent product and service purchases

· Inbound/Outbound calls fulfilling customers needs that have a risk in cancelling the product.
· work simultaneously with multiple computer applications and databases

· ensure that customers are happy with their communications purchases

· Give advantages of having the product

· Sympathize to the client

· Give on call resolution to avoid caller to keep on calling back with same issues

· Document all information according to standard operation

· Reach the retention goal everyday to have a good team record

September 2006 up to March 2009  
WELTS Phil. Inc.


Cebu City Philippines

ESL Instuctor
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· Teach English language for foreign students. Prepares lesson to meet specific student needs and delivers the lessons. Teaching English grammar, writing, reading, specking and listening skills. Teaching all the English skills that will enable speakers of other languages to effectively communicate in English that includes pronunciation and accent reduction.
Education
Bachelor of Science in Elementary Education at University of san Jose- Recoletos Philippines. Graduated 2006 with Diploma

Personal Data

	
	Nationality
          :
Filipino

Date of Birth
           :
20 November 1983
Gender

:
Female

Civil Status

:
Single
Visa Status

: 
Cancelled Visa
                                                                        

	
	


