[image: image1.jpg]


CURRICULUM VITAE
REYNALDO 
C/o - Mob:  +971502360357
Email: Reynaldo.377415@2freemail.com 
CAREER OBJECTIVE
Customer Service Professional with diverse background in retail sales, service and admin support. Proficient in learning new task quickly and exceeding expectations. Outgoing and friendly with service driven nature.
ACCOMPLISHMENTS

 ● A highly dedicated professional with a track record of longevity and organizational loyalty in meeting day-to-day / year-to-year operational objectives. Proven ability to reach a targeted goal.

 ● Established protocol for working with new customers and implementing new strategies.

 ● Potential to work independently and control a work force of  people to achieve targeted

        Yields & meet the deadlines ahead of schedule                                                  

WORK EXPERIENCE

SECURITY PERSONNEL:
June 2016 to Present- Aswar Security LLC- DUBAI UAE

DUTIES AND RESPONSIBILITIES:
· Assigned in a corporate location, reception, front desk.

· Manage the reception area including greeting visitors and responding to request for information.
· Make regular rounds at the interior and exterior of the building. Patrol and monitor the parking areas.

· Respond to tenants call for assistance to Dubai Police or Civil Defense as needed and complete incident report form.
· Design electronic access cards system and maintain paper files.

· Serve as central point of contact for all outside contractors and clients needing to gain access to the building.

· Meeting and greeting visitors to the building ensuring that they sign in and out correctly.

· Keeping reception area tidy and ready for visitors at all times.

PHARMACY ASSISTANT:

October 2003 to October 2013 in the Philippines

October 2013 to October 2015 in Jeddah KSA

DUTIES AND RESPONSIBILITIES:

· In charge of selling over the counter medicines and maintain and operates the cash register machine.

· Checks for expired medicines and manages inventory and notify the book keeper or the pharmacist which stock is low.

· Attend customer queries and provide detailed information to them.

· Read the prescription correctly and interpret its terminologies.

· Responsible for customer service and their queries.

· Performs all pharmacy related job if needed.

· Assisting the Pharmacist in Pharmaceutical preparation distribution and record keeping functions.

· Maintain the cleanliness of the Pharmacy and perform a variety of sales services in the Pharmacy and customer area.
HIGHLIGHTS 

	
	


· Hardworking, Dedicated towards my work, Punctual 

· Flexible to Work at any environment.

· Highly motivated to work in Team.
· Good Communication Skill. 

· Ability to learn quickly. 
SCHOOLASTIC ACHIEVEMENTS:

Bachelor of Science in Secondary Education

Veritas College of Irosin

June 1997 to March 2011- Graduate

PERSONAL DATA:

Birthday:
June 24, 1979

Citizenship:
Filipino

Gender:
Male

Issue date:
June 2015

Expiry date:
June 2020

 DECLARATION
I hereby declare that the above Mentioned Statements are true and correct to the best of my knowledge.
  
Reynaldo 
         Applicant


