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Attention:

HUMAN RESOURCES DEPARTMENT 

Subject:

APPLICATION FOR ANY SUITABLE POST
Dear Sir,

I hereby submit this letter as an expression of my eagerness to apply to any post that is suitable for my qualification.

I am looking for a long term prospect and would like to join an environment, which is professional and which facilitate growth of the company and the individual.
As for your requirements, I am confident that I can take on the professional responsibilities. As for the technical details, enclosed lease find my curriculum vitae that I attached that will give you all the pertinent information about my qualifications for this position.

Please call me to arrange an interview so that I can discuss my qualification with you personally. I can be reached any time daily at 050 - 9290226
Looking forward to receiving a favorable reply.



	CAREER OBJECTIVE:


To work with a prestigious company and to obtain a challenging position to which I can utilize my knowledge, skills and experience.
	EMPLOYMENT BACKGROUND


WON LANGUAGE SCHOOL
Mother Ignacia St. Quezon City, Philippines

Designation               :        Teacher / Tutorial Services

Inclusive Period        :         2004-2007

Duties & Responsibilities:
· Teaching Basic English Language to non native speakers 
LUCKY 13 MULTI – COOPERATIVE SOCIETY

Manila, Philippines

Designation


:
 Secretary cum Receptionist
Inclusive period  
 
: 
November 2003 – April 2005

Duties and Responsibilities
· Well experienced in all aspects of general office duties including dealing with daily correspondence and phone calls.

· Answered and screened a high volume of incoming calls and in-person inquiries form clients and colleagues, and treating each person with respect and providing information and referrals as needed.

· Create a high effective organization and filing system including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical and streamlined office functioning.

· Managed to have an excellent client’s database.

· Responded to client need and provided additional support where necessary.

· Perform other endeavor that may be assigned from time to time.
ZINGER COMPANY
Manila, Philippines

Designation               :        Telephone Operator cum Customer Services

Inclusive Period        :         April 2001– October 2003
Duties & Responsibilities:
· Promoting and taking care of the product 
· Answering, Screening calls received.
· Handling and assisting clients

· Assist and make sure the customers are satisfied.

· Answer the question customers ask regarding the specific products.
· Explaining clearly the function and salient point of the product  to the customer

· Assist the customer in the friendliest way.

· To be polite with customers all the time
PILTER-BEEPER 150
Manila Philippines

Designation               :        Telephone Operator 

Inclusive Period        :         March 1998 – October 2000
Duties & Responsibilities
· Answering, Screening calls received 

· Answering and receiving messages. 

· Editing received messages before forwarding to recipients. 

· Forward message to various recipients.

· Handling and assisting clients

· Assist and make sure the customers are satisfied.

· Handling customer’s complaints and make sure to resolve it. 

	EDUCATIONAL ATTAINMENT


      Post Graduate

:  
Far Eastern University 
Law Studies -1996-1997

Manila, Philippines          

      College


:   
Far Eastern University 1991-1996
                       



Bachelor of Arts Major in Mass Communication 

                        


General Education (Radio and Television Broadcasting, 

                       



Advertising, Journalism, Cinema, Drama and Speech) 

      Secondary

:  
Claro M. Recto High School 

                       



 Year 1986-1990 

	STRENGHTS


· Highly motivated and can quickly learn to any new environment 

· Well-organized and has the ability to work effectively and efficiently even under pressure in order to meet deadline constraints 

· Can work in a group 

· Take responsibility and work well without supervision
· With exposure with the different procedures and equipment / machines.
· Dedicated and focused, able to prioritized and complete multiple task and follow through to achieve project goals.

· Researching
	PERSONAL DATA


Date of Birth

 : 
February 7, 1974 
Citizenship

 :
 Filipino 
Civil Status

 : 
Single 
Visa Status

 : 
Visit

