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Position Applied for:
Secretary/Office Personnel/Receptionist
PERSONAL PROFILE:  
Nationality:                     Filipino  
Birthday:                         17 January 1981                           

Marital Status:                Single     

Languages:                    English, Filipino.             

Computer Knowledge:  (Word, Excel, Power Point, Publisher, Internet Explorer).    

OBJECTIVES: 
Seeking for a more challenging position to develop and contribute my knowledge and Skills to a well-organized Reputed Company.
PROFESSIONAL STRENGTHS: 
· A very dependable and well-organized employee in handling customer service.
· Can be trusted to work with minimum supervision and poses strong work ethic. 

· Dynamic and result oriented professional with over 6 years of extensive experience in the entire domain of general administration, and client relationship management. 

· Excellent communicator with exceptional analytical, people management, and co-ordination skills and proven abilities in achieving optimum level of internal client satisfaction.

· Thorough professional, with high caliber, work orientation, and ability to handle multiple functions and activities in a high pressure environment due to inherent ability to identify and prioritize tasks at hand.

· Highly motivated, positive and goal-oriented with solid convictions, morals, integrity.
EDUCATIONAL QUALIFICATION:
· Bachelor of Science in Education(4years College Graduate)

· HolyName University Tagbilaran Bohol Philippines

· June 2000-October 2004
SKILLS SUMMARY: 
· Correspondence, communications, prioritizing meetings & conference calls, travel/business trips arrangement, coordinating and providing full administrative support.

· Preparation and organization of reports, letters, correspondence, communications, handle and screen phone calls and inquiries. 

· Working amongst a highly challenging goal oriented team of professionals effectively communicating through interactions with management and employees at all levels. 

· Client interaction, update files, databases and projects.

· Professional attitude
· work with all other business departments to ensure maximum customer satisfaction.
 RESPONSIBILITIES AS A SECRETARY / TELESALES PERSONNEL: 
· Closely coordinates with the Office Department Heads regarding the transactions, on-process and pending  projects
· Initiate and maintain a variety of files and records

· Gather and prepare information for routine reports

· Regularly prepares accomplishment reports to be discuss with the Company Head

· Encodes administrative reports
· Provide accurate document information and statistics
· Do other secretarial and encoding task as may be assigned by superior  
EMPLOYMENT HISTORY
Employer:         Directories Philippines Corporation (DPC Yellow Pages)

                          Pasong Tamo Extension Makati City Philippines                                                           

Position:           Secretary/ Account Executive Telesales
Duration:          January 2009-December 2010

Duties and Responsibilities:
Responsible for incoming calls and outgoing calls. Typing Clients Contract for new and renewal clients contract. Making Banner for monthly birthday’s celebrants. Faxing important documents to clients. Encharge of giving giveaways to clients depends on their total amount. Responsible for the leaves of all Telesales personnel in my unit area. Deliver important documents to other department. Discussing the advantages and disadvantages of why they choose to advertise DPC. Convencing client to advertise us aiming to  reach the maximum  target quota.
Employer:                   Premier Bank

                                     Chino Roces Avenue Makati City  Phils.  (Makati Branch)                                                                             

Position:                      Agent (Customer Service Representative)
Duration:                     December 2007-December 2008 
Duties and Responsibilities
· Calling different companies if they want to avail loans like Car loan, 

       Personal loan, Salary loans and etc.
· Facilitate credit card applications.

· Coordinate with all the faculties and staff.
· Receiving telephone calls and inquiry. 

· Receiving and responding fax for their application.
· Typing for the reservation letter and confirmation,Typing daily report
Employer:
       Philippine LongDistance Company (PLDT)
  
                  Libertad St. Malibay Pasay Manila Philippines
Position:
       Customer Service/Telephone Operator
Duration:             March 2006-October 2007

Duties and Responsibilities:
· In charge of filling, record keeping, tracking and distributing of mails & documents, photocopying, drafting letters to clients and all correspondence.

· Coordinate with all the faculties and staff

· Attending telephone calls, incoming / outgoing faxes and emails.

· Maintain confidential information and file office records.

· Coordinating and facilitating meetings, appointments as well as making arrangements for clients visit, Typing daily report      

Employer:
    Alturas Group Companies
Position:          Senior Cashier and Senior Accountant.   
Duration:          May 2005-February 2006   

        

Computing and recording totals of transactions, identifying prices of goods, issuing receipts and refunds, and resolving customer’s complaints not to mention keeping periodic balance sheets of amounts and numbers of transactions.
  
· Do all the recordings of quantifiable transactions like the disbursements and receipts of cash.
· Prepares the statement of funds and actual disbursements.

· Responsible in recording the cash received from the financial officer.

· Prepares vouchers and release cash based on approved requisition.

· Assist in making the payroll.
· 4times consecutive as a best employee of the month.
	 Rcecieve deliveries.

 Meeting and greeting all customers, advice customer on the latest trends and deal 
 with deliveries.

 and stock transfers and maintaining the brand image of the company.
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