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Noemi

Noemi.371373@2freemail.com  
Objective

Self-motivated person seeking a Receptionist, Secretary or Administrative Position in a prestigious organization with the ability to prove an excellent customer service and capabilities to work with a high degree of independence in providing reliable and efficient support in a busy corporate environment

Employment History (3 years and 4 months)

Position: Receptionist

Moatech Manufacturing Philippines, Inc.

First Philippine Industrial Park

February 2016 – March 2017

Batangas, Philippines

· Welcomes visitor by greeting in a professional manner in person or telephone
· Answers and refers inquiry
· Directs visitor to the appropriate person or department
· Maintain security by following procedures, monitors logbook and issue badge
· Organizes and maintain cleanliness on working area
· Attends call from the Manager at any time of emergency update
· Other day to day tasks assigned by the management
· Assists HR with Admin related activities
Position: Customer Service cum Payment Receiver

Gerry’s Grill Restaurant & Bar

SM Mall of Asia

September 2014 – February 2016

Pasay City, Philippines

· Welcomes customer by greeting in a professional manner
· Answers telephone call and deal with customer’s inquiry reservations, and take out orders.
· Deals on any guest request
· Encodes all guest order & transaction
· Up-sells add-on’s such as beverages, desserts and other product to increase sales
· Receives cash and/or card payment
· Keeps accurate and complete knowledge of all products (F&B), services, facilities, equipment, procedures and policies, standards, promotions and activities, and business requirements
· Maintains shelve and counter area organize and clean
· Balances all transactions at the end of the shift
· Organizes survey after sales
Position: Cashier

SM Department Store

SM Calamba

November 2013 – September 2014

Calamba Laguna, Philippines

· Tallies the cash at the beginning of the shift and ensures that the amount is correct to check if there is adequate change
· Welcomes and greet customers in a professional manner
· Scan or register customers’ purchases
· Receive payments by cash, debit/credit card, check and vouchers
· Maintains information to date on store merchandise
· Responses to any customer complaints and take necessary actions in resolving issues
· Balances cash register at the end of the shift
· Manages product return and exchange
· Maintains clean and organize checkout
· Participates in weekly department meeting
· Performs other reasonable job duties as requested by Supervisor
Skills

· Proficient Microsoft Office user, such as Word, Excel and PowerPoint
· E-mail ability
· Effective time management and ability to multitask
· Excellent written and oral communication skills
· Quick learner and easily adapt to new environments
· Professional telephone etiquette
· Possess a high level of customer service
· Used to work under pressure
· Excellent numeric skills and attention to detail
· Familiar with cashier electronic equipment such as cash registers, scanners and Electronic Fund Transfer or EFT machine)
· Ability to create a friendly and cooperative working relationship with others
· Dedicated to work
Education

Bachelor of Science in Mechatronics Engineering

Batangas State University

June 1, 2010 – April 30, 2014

Malvar, Batangas, Philippines

Language

English - Excellent

Filipino – Mother tongue

Personal Profile

Gender:

Nationality:

Date of birth:

Age:

Height:



Female

Filipino

June 21, 1993

24 years old

5”0’

