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OBJECTIVE:  To work in a reputed organization that will enhance my knowledge and utilize my skills in my profession.
HIGHLIGHTS OF QUALIFICATION

· To work in diverse environment and this has helped in building my confidence and competence.

· Self-motivated, aggressive and ambitious with a strong desire to succeed.
· Enjoy interpersonal relations and find teamwork genuinely stimulating.
· Maintaining a high standard of personal and professional values.
· Good analytic skills and strong communication ability
U. A. E. EXPERIENCE:
      OMAN INSURANCE COMPANY (P.S.C.)
      1st Floor Saba Car  Building

      Salahuddin Road Diera, Dubai UAE

     ASSOCIATE HEALTH UNDERWRITER  (April 14, 2007 up to present)

     Duties and Responsibilities:
· Updating everyday request received from the different O.I.C. branches, brokers and direct clients.
· Checking the annual premium or/and pro rata basis from the start date of enrolling the member till the expiry date of the policy holder.
· Coordinating with the responsible person concerning some inquires to give proper action to please the needs of the client.
· Coordinating with the card printing section assuring to the client that cards will be done at the right time.

· Communicating with the brokers/clients regarding the requirements to be needed for insuring the members.
· Checking E-mails and give immediate response for all the necessary inquiries from the clients.
· Responsible to issuing memorandum for manual calculation of  credit and debit notes.
· Preparing updated files of the clients to be submitted everyday to the manager.

· Coordinating with the brokers/clients concerning the medical insurance card.
· Explaining agreement regarding coverage, benefits, etc. of the policy holder.

· Issuing certificate to the newly/renewed added member for visa purposes.
· Handling minor complaints and give immediate action accordingly.

· Passing endorsement for new additional members to be insured.

· Responsible to send the invoices thru soft copy & hard copy.

· Informing brokers/clients once the medical cards are ready.
· Handling incoming and outgoing phone calls. 
SECRETARY  ( September 2005 up to October 2006)
Duties and Responsibilities:
· Always keeping in touch to all the leaseholder of Joz Properties and knowing they needs, problems which are companies responsible and give a necessary action.

· Communicating to the other Real State and give information for what they need regarding the available villas, apartments for rent and for sales.

· Arranging schedule for news paper advertisement (gulf news) which properties that we have available for sales, apartments, villas for rent.

· Communicating to EMAAR staff to set an appointment for transferring the properties and other transactions connected by them.

· Responsible to keep the petty cash , receipt expenses and making Monthly Statement expense by the company.

· Checking E-mails and give immediate response for all the necessary letters from the customer.

· Responsible for making Invoice, Receipt voucher, Debit voucher etc.

· Responsible for making tenancy and sales agreement contract.

· Responsible to deposit cash and Cheques the banks.

· Attending incoming and outgoing phone calls.

· Viewing apartments, villas to the customers.

· Dealing with the customers and agents.   

· Filing all the documents.
DAR HAYAT BEAUTY AND SKIN CARE                      

Makthoum Street, Dubai- U.A.E (December 11, 2004 – August 13, 2005)

          

RECEPTIONIST CUM TELEPHONE OPERATOR                                     

Duties & Responsibilities:
· Checking e-mails, search on internet regarding the different techniques and treatment of beauty and skin care.

· Responsible for scheduling of all appointments for the day.

· Gives proper product knowledge to the customers.

· Attending all incoming and outgoing phone calls.

· Assists customers from what they want/need.
PHILIPPINE EMPLOYMENT RECORD:

DEPARTMENT OF AGRICULTURE – Municipality of Muñoz – Phil.


Science City of Muñoz, Nueva Ecija ( February 4, 2002 – July 2004)


SECRETARY 


Duties and Responsibilities:

· Visiting farms and gathering data what are the farmers need, problems and give a necessary action with the help of the government.
· Do some ushering from the different places, non government and government organizations and accompanied with them to shows the modern technologies and new projects in the municipality.
· Communicating to the different agencies connected to our department.
· Responsible for typing correspondence 
· Arranging all the appointments of our City Agriculturist.

· Filing and updating all document files of the farmers.

· Attending incoming and outgoing phone calls.

· Dealing with the farmers
TRAININGS AND SEMINARS ATTENDED:
1. Customer  Care : 1 day: held on 21tth January 2009, at Training Hall Oman Insurance Company (P.S.C.) conducted by Motivators Team.
2. Customer Delight : 2 days: held on 14-15 October, 2008 at Oman Insurance Company (P.S.C.)Training Hall, Diera Dubai United Arab Emirates.
3. 15th National Rice R&D Conference: 3 days: held on 10-12 April, 2002 at Philrice, Maligaya Science City of Muñoz, Nueva Ecija Philippines..

4. Cultural And Planning Workshop: 3 days: held on 5 – 7 March 2003 conducted by Commision for Culture and the Arts sponsored by Office of the City Mayor, Science City of Muñoz, Nueva Ecija Philippines.
5. Pandayang Sining at Kultura sa Tag-Araw (PASIKAT): 240 hours: held on 19-29 May, 2003 conducted by Commision for Culture and the Arts sponsored by Office of the City Mayor Science City of Muñoz, Nueva Ecija Philippines.

6. Business Orientation Seminar:2 days held on 06 – 07 June, 2004 at San Jose City, Nueva Ecija Philippines.
EDUCATIONAL ATTAINMENT:
Bachelor of Science in Agricultural Extension Education  

Central Luzon State University, Muñoz, Nueva Ecija - Philippines 

25 April, 2001(graduated)
Computer Secretarial

Central Luzon State University, Muñoz, Nueva Ecija - Philippines 

April 1996 (graduated) 
PERSONAL DATA:
Nationality

:
Filipino

Gender


:
Female

Date of Birth 

:
09 June, 1979

Language Spoken
:
:
English, Filipino
