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To secure an entry-level position in a reputed firm to improve and utilize my skills, knowledge and get experience and my ultimate goal is to be in the highest position as a Professional by proving my ability to handle my duties in the most prominent way.

· MEGA TRADING  Co.LLC









Status:  
   Still working until July 15,2015

Department:     Customer Representative / Assistant Sales Executive

· Dubai Garden Centre 
Status: 

End of Contract

Department:

 Customer Service

· Jollibee Lemery 
(SY Dec.3- May 3,2011) Illustre Mabini Avenue Lemery Batangas
Department: 

Administration

Position: 

Admin Crew


· Successfully completed the Science in Business Management conducted by the Montessori Professional College in March 15, 2010 - Business Center 1 Central Old National Highway Parian, Calamba City Philippines.

· Computer Literate 

(Microsoft Word, Excel Microsoft Outlook)


· Self – Disciplined

· Can Easily Adapt on different working environment

· Listening Music ,Watch Movies , Internet Surfing



  
· Ready to face  challenges 

· Sincere ,Dynamic and Hardworking 

· Ability to  interact with all kinds of people

· Typing Speed : 40 word per minute

· Maintaining Files

· Handling Incoming and Outgoing calls 

· Attending Visitors

· General Correspondence

· Updating  & Reporting of the details of the job


Gender        
    : Female


Civil Status

: Single
Date of birth
    : September 13, 1990
Nationality 
    : Filipino
            
Religion

: Roman Catholic
Certificates and testimonials would be produced at the interview for further confirmation. Further, I do hereby confirm that the above details are true and correct to the best of my knowledge and I undertake in carry out duties entrusted to me, to my best ability if I am given an opportunity.
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