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OBJECTIVE: 

To obtain satisfying job that will provide intellectual development on my career and to share my experience. Likewise, I am very motivated and hardworking and willing to learn new skills.  

EXPERIENCE: 

AL ITTIHAD PRIVATE SCHOOL 

DUBAI, U.A.E
2005 to 2007

     
        
       
              Student Assistant cum Secretary
My Job responsibilities included the following: 

· Assisting students  

· Updating and Filing student records.  

· Answering telephone calls.

· Preparing the Correspondence
CHOITRAM & SONS 

JUMEIRAH, DUBAI, U.A.E 
2003 to 2005

     

        
       
   

      Customer Service 
My Job responsibilities included the following: 

· Assist customer and entertain for what they want. 

· Great all the customer in a proper way.

· Responsible in training of newly hired cashier.

· Reliable and trustworthy with an uncompromising commitment to providing optimal customer service
· Assist in floor moves, merchandising, display maintenance, and housekeeping
· Maintain an awareness of all promotions and advertisements
· Handle a heavy schedules or rush hours during the purchase of the customers. 

EQUITABLE INSURANCE COMPANY 

MIDSAYAP, COTABATO, PHILIPPINES 
June 1999 to April 2003

     
       
                     

    Office Secretary 
My Job responsibilities included the following: 

· Answered phones, greeted and assisted visitors

· Handled general administrative duties, such as filing ,faxing and mailing 

· Prepare for meetings and correspond with member representative on upcoming meetings                     

· Maintaining office calendar and appointments

· Organized mailing of monthly newsletter

· Checked order forms, confirmed and cancelled the order

QUALIFICATION:

1999 Bachelor of Secondary Education Major in Biology 

(Vice-president: Biology Mentors Society)

University of Southern Mindanao

Kabacan, Cotabato, Philippines
CERTIFICATION: 

· Certificate of completion training programs on MS-Word, Excel at Colland System Technology INC. Philippines. 

· Note: with complete attested documents of Diploma / Certificate and Transcript of Records from Embassy of the U.A.E, Manila – Philippines   

SPECIAL SKILLS: 

· Computer literacy 

· Great sense of responsibility

· Can work under pressure and able to handle and clients complains quite well 

· Can operate photo copy and fax machine and scanner

LANGUAGES:  

· English, Tagalog and Arabic 

PERSONAL INFORMATION: 

· Date of Birth

:
July 15, 1978

· Place of Birth 

:
Pigcawayan, Cotabato, Philippines 

· Nationality

:
Filipino 
· Marital Status 

:
Single 
[image: image1.png]



PAGE  
1 of 2 


