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Cecilia 
Administration & Customer Service Professional

Dynamic, enthusiastic and service-oriented professional with 10+ years of proven work experience within multifaceted industries. Track record of exceeding performance goals whilst delivering top quality service in handling office administration, clerical functions, front office operations, basic accounting support, client relations and customer service. Competent in carrying out multiple tasks simultaneously, performing well under pressure, maintaining strict confidentiality of company records and coordinating with third parties. Tact in dealing with multicultural personnel with knack in managing guest’s journey with high service standards and zest in delivering customer satisfaction. Keenly interested to work in a more challenging role with any progressive enterprise to share gained experience and skills.

C a r e e r  S n a p s h o t


Strengths
· Gulf-experienced Professional 
· Expertise in Office Administration 
· Data Entry – Document Control Competencies 
· Outstanding Organization-Coordination Abilities 
· Strong Orientation in Customer Service 
· Tact to Deal with Multicultural Personnel 
· Excellent Communication & Interpersonal Skills 
· Handle Work Pressure with Ease & Efficiency 
· Adaptable to Dynamic Business Scenario 
· High Sense of Commitment 
	Administrative /CMS Department                                                        April 2014 to Present
Trading  LLC, 

I.T Security System.UAE
Administrative Assistant                                                                            May 2013 to Feb 2014                                                                                                                                                                                                             

AGN TECHNOLOGY LLC

 Administrative Assistant                                                                          Jan  2010 –Jan 2013
Al Khaja Hospitality LLC, UAE
Assistant Secretary                                                                                       Dec 2008 – Dec 2009
Mayor’s Office - Cuartero Municipality, Philippines
Secretary                                                                                                            Jun 2004 – Jun 2008
Engineering Department –Cuartero Municipality, Philippines



C a p a b i l i t i e s

Administration
· Carry out administrative duties efficiently including correspondence, coordination, customer relations.. . 
· Open, sort and deliver incoming correspondence, including faxes and e-mail. 
· Read and analyze incoming memos, present reports to find out its significance on various concerns and plan distribution to appointed unit for proper response. 
· Preserve proper records of incoming and outgoing correspondence, file documents/letters systematically and keep all assigned files up-to-date. 
· Keep confidentiality in all company documents and reports. 
· Preparing Layout for Alarm, CCTV & Access Control. 
· Monitoring all document deliver on the time.as per customer Required.
· Coordinate with various groups within organization and provide accurate, efficient and committed office work support in completing daily activities. 
· Confer with internal departments and other third parties dealing with the company to exchange information, coordinate activities and promptly resolve issues. 


Cecilia 

Customer Service
· Act as first point of contact for customers while projecting professional image at all times. 
· Skilful in providing first-class customer experience resulting to satisfaction, loyalty and retention. 
· Process customer transactions and respond to inquiries in a responsive, accurate and timely manner. 
· Apply basic concepts, practices and procedures of handling client’s complaints while meeting quality standards for customer services. Obtain and examine all relevant information to assess validity of complaints and to determine possible causes. 
· Refer unresolved grievances to concerned department for further investigation. 
· Keep records of customer interaction and transactions, document details of inquiries, complains, issues, comments and actions taken. 
· Uphold proactive communication with customers through phone, e-mail or regular mail. 
· Contribute to the establishment and development of the organization’s goodwill/reputation. to establishment and development of the organization’s goodwill/ reputation by presenting a professional image at all times. 

P r o v e n  J o b  R o l e

· Performed wide range of administrative support and secretarial duties including but not limited with encoding, data entry, editing reports, researching, document control and maintaining archival files. 
· Received letters and couriers. Accordingly dispatched the same to concerned personnel. 
· Sourced and ordered stationery and office equipments. 
· Lend a hand in accounting related operations like office expenses.. 
· Managed calls in a prompt, courteous and professional manner. 
· Handled business correspondence with clients via phone, mail and e-mail. 
· Provided sought information as well assisted guests or clients visit the office. 
· Carried out other duties as requested. 

P r o f e s s i o n a l  D e v e l o p m e n t

Education
Bachelor’s Degree, reputed College in the Philippines
Trainings
· Costumer Service - Mogul Training MC, Dubai, UAE 
· Advance HR - Nadia Training Institute, Dubai, UAE 
· On the Job Training in Computer Programming, Philippines 
IT Skills
· Proficient in MS Suite (Word, Excel, PowerPoint, Outlook) & E-mail Applications 
· Zoner Drawer , Photoshop ,
· Well versed in Internet Browsing & Web Research 

P e r s o n a l  D e t a i l s

	Nationality
	:
	Filipino

	Date of Birth
	:
	19th May 1983

	Visa Status
	:
	 Employment

	Languages
	:
	English & Tagalog
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