	MARICEL     MARICEL.373798@2freemail.com 
Visa status: Tourist Visa

Expiry: January 03, 2018
	

	SUMMARY:

Front Line Assistant, Receptionist, Telephone Operator, Counter Checker, Administrative Assistant, Customer Service, Office Assistant and Food Server.
EXPERIENCES:
Customer Service Staff

July 2014- September 2017

Lucky Plaza, Singapore

Duties:

     .     Answering  the customers questions and inquiries
     .     Suggesting information to the customer’s whereabout
     .     Creating good customer interaction and provide excellent   

           customer service

     .     Doing outbound calls and receiving incoming calls

     .     Assisting customers by paging the bygone companion

     .     Assisting the development and execution of existing new 

           customer service programs.
Office Assistant

March 2009 -June 2014

Sing & Sam Construction Pte. Ltd.

Duties: 

· Answering phone calls from our clients and suppliers and field Engineers and workers
Managing office records.

· Filling delivery notes and invoices
· Maintaining the proper working atmosphere
· Handling organizational and clerical tasks such as organizing files, scheduling appointments and receiving guests.
Assistant Administrative Secretary
May 2002- February 2003

Dynamics Multi-Products

Quezon City, Metro Manila-Philippines 

Duties:      

· Receive incoming calls with regards to inquiries, complained and feedbacks from customers regarding our products. 
· Make an invoice order for our clients. 
· Make a partial interview of our store promo merchandisers.
Telephone Operator /Counter Checker
May 2001 - March 2002          

Ever Gotesco Mall

Caloocan City, Metro Manila-Philippines 

Duties:      

· Answering all incoming calls.
· Overseeing signal lights on switchboard dial and press button to make connections.
· Provide assistance to customer’s request.
· Operates the paging system to the other party to notify recipients of incoming calls and lost customers within the area.
· Assist the counter cashier to check the items purchased by the customer.
Front Office Receptionist 
September 1998 - February 2000           

Hotel La Roca

Tagbilaran City , Bohol-Philippines

Duties:      

· Welcoming guests to the hotel in a polite, friendly and helpful manner.
· Dealing with late arrivals and assisting with early check-outs.
· Check out departing guests using the hotel’s accounting system.
· Taking payment from guests in the form of cash or credit cards.
· Answering telephone inquiries promptly & professionally & transferring calls on.
· Being a point of contact for guests should they have any queries.
· Arranging for brief tours of the hotels rooms and facilities.
· Operating switchboard and directing calls appropriately.
· Dealing with and resolving customer complaints.
· Keeping up to date on all hotel products, services, pricing & promotional offers. 
· Manage the registration process.
· Ensuring all relevant paperwork has been completed in order for a smooth handover at the end of shift
Food Server
March 1998 – September 1998

Cion-Virge Cafe, Domestic Airport

Tagbilaran City, Bohol-Philippines

Duies:

        .     Welcoming visitors
        .     Greeting customers and answering queries
        .      Serving food to the airline crews and other 

               guests.

        .      Cleaning and  resetting tables and counters
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OBJECTIVE:
To seek immediate employment that would effectively utilize my experienced & skills in the field of customer service, provide me with maximum opportunities for career enhancement and development as I seek to contribute to the continuous growth of the company.

EDUCATION:
July 2014 - July 2015           

Diploma in Hospitality Management

Social Sciences Technology and Commerce Institute (SSTC), Singapore
June 1994 - March 1998       Bachelor Of Arts 
Major in Political Science
 Holy Name University (formerly Divine Word College)
Tagbilaran City, Bohol-Phils.
June 1990-March 1994

Secondary Education

Santa Monica Institute

Mabini, Bohol-Philippines

SKILLS:
Microsoft Word & Excel, Secretarial, Telephone Operator, HR Assistant, Purchase Order Assistant, Items Checker & Household Worker.
PERSONAL DETAILS:
Date of Birth     : June 29, 1977
Age                     : 40 yrs old

Marital Status  : Single
Religion             : Roman Catholic

Nationality        : Filipino

INTEREST:
Dancing and Organizations.
ORGANIZATION:
Member:
United Boholanos in the Emirates 

Dubai, United Arab Emirates

“ School Documents are authenticated by the Department of Foreign Affairs and UAE Embassy- Manila, Philippines 
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