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Career Objective:
To apply for the position that suits my qualifications, to gain more knowledge regarding the nature of work, to be able to work where I can fully utilize and develop skills, experiences further for the professional fields I am in to.
Work experiences:
RECEPTIONIST CUM ADMIN
Al Shafaq Al Zahabi Technical Services
July 24 2017- Aug 12-2017
· answer telephone, screen and direct calls 
· take and relay messages 
· provide information to callers 
· greet persons entering organization 
· direct persons to correct destination 
· deal with queries from the public and customers 
· ensure knowledge of staff movements in and out of organization 
· monitor visitor access and maintain security awareness 
· provide general administrative and clerical support 
· prepare correspondence and documents 
· receive and sort mail and deliveries, schedule appointments 
CUSTOMER SUPPORT REPRESENTATIVE
Sitel Philippines
September 2015- November 2016
· Handles incoming calls or inquiries from prospective customers or clients 
· Assists customers effectively by solving customer disputes 
· Provides customer additional information or explains services 
· Discusses products offered and ensures customer satisfaction 
· Tactfully handles confrontational or stressful interactions with the public 
· Completes supporting paperwork and data entry as required 
· Accurately captures customer information 
· Creates and maintains service reports 
DOCUMENT /ADMINISTRATIVE ASSISTANT
TDG Crew Management Inc. (On the Job Training)
December 2016 –April 2017
· Present Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office. 
· Providing secretarial services such as minute taking, WP and diary management. 
· Ensuring office procedures and systems operate efficiently. 
· Handling requests for information and data. 
· Setting up e-mail groups for committees. 
· Circulating documents via post and email. 
· Scanning and copying contracts, notes and other documents. 
· Checking stationary levels and ordering new supplies. 
· Opening, dating, copying and circulating incoming post. 
· Raising purchase orders and chasing outstanding accounts 
· Recording, compiling, transcribing and distributing the minutes of meetings. 
DOCUMENT /ADMINISTRATIVE ASSISTANT
Interorient Maritime Enterprises Inc.
March 2015 –June 2015 (On the Job Training)
· Present Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office. 
· Providing secretarial services such as minute taking, WP and diary management. 
· Ensuring office procedures and systems operate efficiently. 
· Handling requests for information and data. 
· Setting up e-mail groups for committees. 
· Circulating documents via post and email. 
· Scanning and copying contracts, notes and other documents. 
· Checking stationary levels and ordering new supplies. 
· Opening, dating, copying and circulating incoming post. 
· Raising purchase orders and chasing outstanding accounts 
· Recording, compiling, transcribing and distributing the minutes of meetings. 
Educational Attainment:
Tertiary Education
Bachelor in Transportation Management
Graduate - May 2017
Polytechnic University of the Philippines
Manila , Philippines
Secondary Education
Salle Learning Center
Graduate - 2013
Albay, Philippines
Key Skills:
o Office procedures o Data management o Filing / archiving
PERSONAL ABILITIES
· Attention to detail. • Punctual and reliable. 
· Can work without supervision. 
· Ability to cope and work under pressure. 
· Good written & communication skills 
	Personal Details:
	

	Civil Status
	:
	Single

	Birth date
	:
	June 17, 1997

	Birthplace
	:
	Quezon City, Philippines

	Height
	:
	5’4

	Weight
	:
	48kg

	Nationality
	:
	Filipino

	Language
	:
	English, Filipino

	Status
	:
	Visit Visa




o Customer service o Reception support o Diary management
➢ Able to work as part of a team. ➢ Having a patient outlook.
➢ Ability to multitask and manage conflicting demands.
➢ Ability to prioritize tasks.
References available on request.
