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Dear Sir/ Madam,

Warm Greetings!



I am Abdulhalim S. Intik a highly competent and dedicated individual, seeking an opportunity in a stable company where acquired skills and education will be utilized for continued growth and advancement.



Attached is my resume for the perusal. Should you find my qualification suitable to any position in your company. 

CAREER OBJECTIVE

To be a part of an organization where in an individual with excellent interpersonal and communication skills is needed and to be able to contribute knowledge and capabilities major goals of the company’s career growth.

WORKING EXPERIENCE
Data Encoder/Typist
24/7 Internet shop
Al Satwa Dubai UAE

August 2010 up to Present

Duties and Responsibilities

· Assist customer for surfing the net.

· Data entry encoding

· Sorting an email

· Print out documents, Scan, Photo copy and Sending Fax.
· Typing Medical (online payment) and NOC

· Perform Cashiering 

· Making Daily Inventory 

HOTEL RECEPTIONIST
Royal Hotel
General Santos City, Philippines

June 2009– July 2010
Duties and Responsibilities:
· Greet all arriving guests and follow check in procedures

· Operate the Reservation System and be able to navigate to all required sections of the system.

· Perform Reception daily duties and tasks to the highest standard

· Imputing of reservations through telephone, email or direct enquiries.

· Be familiar with all rates, room types, facilities and daily functions within the hotel.

· Check out guests accounts and settle off appropriately and promptly

· Perform cashiering duties as required.

· Maintain issued float to correct amount each shift

· Co-Ordinate room changes with housekeeping staff as required

· Log and record all wake up calls required

· Ensure guests and staff receive appropriate messages, mail and faxes

· Change Conference board information each night

· Keep the front desk and back office area clean and tidy
· To act appropriately in all emergency situations to ensure the safety of clients, guests and staff
OFFICE CLERK
Municipality of Palimbang
Philippines
June 2007 – April 2009
Duties and Responsibilities:
· Processing mail and answering telephone

· Typing and Filling documents

· Keep all records in a simple file.

· Prepared all documents supply need in the office
· Arrange the documents alphabetically
· Cleaning and organize the office area
ASSISTANT CLERK
Department of Education
Philippines

May 2005 – May 2007
Duties and Responsibilities
· Collect the daily time record of employee

· Answers Telephone calls and great all incoming and out going clients
· Manage invoice and receipt
· Send out bills and past-due notices
· Order office supplies
· Sending fax and make copies of documents.
Skill / Proficiency
· Computer literate know the application of MS office, Excel and etc...
· Can work under pressure and fast learner

· Organized and efficient, Skilled at managing multiple tasks with competing priorities

EDUCATIONAL BACKGRAOUND
College
:
Sultan Kudarat Polytechnic State College
Course

: 
Bachelor of Elementary Education (GRADUATE)
High School
:
Kraan National High School

PERSONAL BACKGROUND

Gender

:
Male


Civil Statue
:
Single
Age

:
26
Citizenship
:
Filipino

Language
:
English / Filipino[image: image1.png]



