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	OBJECTIVE


To work as a receptionist or any vacant opportunity in a company with a good working environment, to utilize my exceptional communication skills, clerical abilities and front desk experience to ensure the efficiency of the facility.

	TECHNICAL SKILLS



• MS Office: Word, PowerPoint, Excel and Outlook
• Account Software: Peach tree • Typing Speed: 60 WPM • Fax and copier machines

	PROFESSIONAL EXPERIENCE


Current Position:  Receptionist /Admin Support
Essensuals Holistic Training Institute JLT
JBC-2 Office no. 3105, Jumeirah Lake Towers Dubai U.A.E.

18th August 2010 to 10th June 2014
Functions and Responsibilities:

· Day to day handling phone calls, receiving emails, assist clients, student and visitors who is visiting the Institute.
· Scheduled and confirmed clients’ appointments for both local and foreign consultant.
· Prioritising the task during the day based on the requirements. 
· Order, receive, and maintain office supplies

· Responsible for the endorsement of daily sales, inputting accounts transaction in Peachtree (account software) of daily sales and inventory of stocks.
· Calculation of consultant shares, bill payments, petty cash and other expenses.
· Monitoring and updating of Books List, Database members, suppliers contact, consultant contacts and regular clients.
· Filling all documents related to students, consultant contracts and other important documents related to office.

· Help with document scanning 

· Support in updating the website and all social media.
Office Assistant 
Guris  ACD & JV Construction (ACE Consultants Office)
Naddal Sheba 3 & 4 Site Office, Dubai U.A.E.
(11th August 2007 - 2nd July 2010)
Functions and Responsibilities:

· Arrange meetings and provide guidelines for making necessary arrangement of any official meeting conducting inside or outside the office.
· Assist the secretary in receiving Incoming and Distributing Outgoing documents

· Answer phone calls and relays to designated person.

· Doing urgent task as assigned from time to time by the superior
· Fax machine, Xerox machine operator and also book binding
· Maintain the office organized and clean
 Senior Clerk (Facility Department/Mobile Business Unit)

Philippine International Manufacturing & Engineering Services
Cavite Economic Zone (CEZ), Rosario, Cavite, Philippines

 (3rd March, 1997 - 17th July, 2007)
Functions and Responsibilities:

· Keeping contracts, warranty of equipments and monitoring and processing payments of all facility transactions

· Document controller of PCO related documents (OHSAS/EMS/ISO) Internal and External documents

· Keeping as built plans and other Facility Documents

· Process gate pass including contractors gate pass

· Doing urgent task as assigned from time to time by the manager
· Process delivery receipt and Monitoring Equipment calibrations
· Encoding overtime and process vacation leave and sick leave of 30 manpower including Utility manpower

· Control of Utility supplies and Facility office supplies

· Process Purchase request of facility department

· Encoding of Work procedures and work instruction

· Control and Monitor Facility Budget every month

· Responsible for the inventory of equipment done every quarter

· Filing of all Documents data and record files

Cashier
Gaisano Metro 

Ayala Center Cebu

(1st August 1994 – 15th November 1996)
Functions and Responsibilities:

· Provide the customer the best assistance
· Listens to their queries and need
· Double check the item selected and be aware of the correct pricing and product condition to prevent problem to both parties
· Scans/punches in the till machines,  using POS
· Accept payments in cash and bank cards bases with proper assistance
· Acknowledge the customer for visiting and purchasing again

· Maintain cleanliness and orderliness of assigned area
	EDUCATION


· CAREGIVER COURSE  (S.Y. 2006)

 D’KRS International Caregiver Center Inc.

 Don Polo Building Gen. Trias Drive 

 Tejero, Rosario Cavite

 Philippines

· COMPUTER SECRETERIAL (S.Y. 1993-1994)

Mary Help of Christians School

Tunghaan Minglanilla Cebu

Philippines

	PERSONAL INFORMATION


Date of Birth

:
April 13, 1974
Place of Birth

:
Humayhumay Ubay, Bohol
Citizenship

:
Filipino

Civil Status

:
Single
Religion           

:
Catholic
Dialects

:
English and Filipino


Visa Status

:
Tourist
