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Gulfjobseeker.com 

CV Number: 940806
Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

http://www.gulfjobseeker.com/feedback/submit_fb.php 

I aspire to work as a Personal Assistant, Secretary, Administrative Personnel, Customer Service Executive, or Call Center Agent so I can make use of my administrative, office management, and customer service skills to contribute significantly to the company’s and my colleagues’ ongoing development and success. I am an efficient and hard worker, a quick learner, and I love to serve. If given the opportunity, I would make a very valuable addition to your team.
SKILLS

· Proficient in the English language
· Excellent writing skills, with an emphasis on correct grammar and spelling
· Computer literate – Microsoft Office and Internet savvy, with exposure to business process management systems

· Typing speed – 48 wpm

· Exceptional communication and customer service skills
· Listening, decision making, and problem solving skills
· Interpersonal skills and training capabilities
· Handles petty cash, POS machines, and Intuit QuickBooks accounting software

· Operates Avaya telephone systems

· Has a UAE driving license

WORK EXPERIENCE

Customer Service / Receptionist / Animal Handler (June 2008-October 2012)

Dubai Kennels & Cattery
Dubai, United Arab Emirates

Duties and Achievements:

· Manage appointments, bookings, emails, telephone calls, messages, and voicemail
· Make and amend diary entries and prepare the schedules for the following day
· Deal with inquiries and walk-ins and forward them to the relevant departments
· Greet customers, anticipate and deliver their needs, and exceed expectations while providing excellent and caring customer service

· Investigate and resolve customer complaints, provide alternative solutions to problems, and raise awareness and educate customers when necessary

· Communicate with clients, suppliers, and industry associates in person, in writing, and by telephone
· Forecast and order inventory requirements and office supplies for daily operations

· Update documents and files, conduct data entry, and maintain filing systems
· Create invoices and handle large amounts of petty cash

· Check customer accounts and settle outstanding balances
· Operate Point of Sale machines for credit card transactions and tally receipts

· Constantly review and adapt company procedures to the needs of the business

· Analyzed and implemented changes to a company form to reduce time spent on repetition of data, and to facilitate ease of finding information

· Maintain and improve the quality of work and the cleanliness of the workplace
· Train employees and interns and assist colleagues as needed
· Keep the retail display well stocked and in good condition 

· Help customers choose the products that best correspond to their needs

· Conduct tours of the boarding facility
· Involved in the planning and execution of the company’s participation in industry events
· Wrote an article for the company’s 7DAYS column: http://www.dkc.ae/blog/post?id=34&title=love-me-brush-me
WORK ETHIC / PERSONALITY TRAITS

· Organized, efficient, and detail-oriented

· Able to prioritize and multitask 

· Has initiative and can work independently with minimal supervision

· Strong team player and able to work in a multicultural environment

· Disciplined, responsible, and trustworthy
· Conscientious about meeting deadlines and getting work done properly and with care

· Highly trainable and a fast learner

· Eager to acquire and develop new skills

· Able to recognize, acknowledge, and learn from my mistakes

· Open to criticism and willing to work on areas that need improvement

· Service-oriented – goes beyond the call of duty in order to satisfy customers and colleagues by meeting their needs and exceeding their expectations
· “Follow up and follow through” – passionate about providing quality service from start to finish
EDUCATION

B.S. Food Technology (2004-2008)

The Philippine Women’s University
Manila, Philippines

