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OBJECTIVE:



· 
To work in a company where I can develop my skills, refine my talents and learn new ideas and technologies and in return, give service to that company to my outmost ability.

PROFESSIONAL EXPERIENCE:

Dental Nurse/Receptionist  (1999 – 2008)

Dr. Reyad Dental Clinic, Al – Ain, UAE

· Assisted dentist in a wide range of dental procedures.

· Assisting patient’s in good manners.
· Answering phone calls.

· Kept records on patient’s health and benefit administration.

· Exposed and develop dental X-rays.

Saleslady (1994)

Shoemart SM Centrepoint, Manila, Philippines

· Promoting and selling all products of the company
· Assisting clients with their needs.
· Demonstrating the usage of products if necessary.
Saleslady (1995)

National Bookstore Greenhills, Manila Philippines

· Assisting customers with their needs.
· Preparing inventory report on monthly and daily basis.
· Preparing sales report.
Training Attended:


National Statistics Office, Manila, Philippines

· Encoding birth and marriage documents data.
· Evaluated and kept records.
Arellano University (Records Section) Manila, Philippines

· In-charge in filing the permanent student records
· Encoding student’s records.
Special Skills:


Computer literate (MS Office, Word, Excel,) Internet


Typing, Short Hand, Filing
Professional Qualification:

BACHELOR OF SCIENCE IN SECRETARIAL ADMINISTRATION 

Arellano University, Manila, Philippines (1998)

Educational Background:

Vocational
:
Diploma in Dental Technician




De Ocampo Memorial College, Manila, Philippines (1994)

Secondary
:
Cabiao National High School




Nueva Ecija, Philippines (1991)

Primary
:
Sinipit Elementary School




Nueva Ecija, Philippines (1987)

Personal Information:

Date of Birth

:
September 16, 1974

Birthplace

:
Cabiao, Nueva Ecija, Philippines

Civil Status

:
Single

Nationality

:
Filipino
Religion

:
Roman Catholic

Languages known
:
Tagalog, English, Arabic

Visa status

:
Visit Visa


This certifies that the above information is true and correct to the best of my knowledge and belief.

