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CAREER OBJECTIVE:
To obtain a position in a highly motivated and forward-looking company. To enhance my abilities as well as practice my skills that would be beneficial to the company and to myself. And to pursue a highly rewarding career seeking for a job challenging and healthy work environment where I can utilize my skills and knowledge efficiently and organizational growth.
Highlights Of Qualifications:
· License Teacher ( Elementary  Education ).
· Knowledge in Prop Space and CRM System
· Knowledgeable in SAP  System
· Knowledgeable in  Torex  System
· Data Encoding
· Proficient in Microsoft Applications (MS Word, Excel Outlook emails etc.) 
· Quick leaner with the ability to thrive and excel in new environments.
· Willing to learn new challenges that will definitely widen my knowledge.

· Works well under pressure and can work with minimum supervision.
PROFESSIONAL EXPERIENCE:
ROYAL PARK REAL ESTATE
Position: Receptionist /Admin
Address: Iridium Bldg, Umm Sequim Rd. Al Barsha

Date: May -July 2015(Temporary)
Job Profile:
· Responsible of basic clerical duties and word processing.

· Using office equipment such as photocopiers, fax machines, switchboards and online record management

· handling confidential information, including rental applications and copies of personal identification documents

· receiving and processing incoming and outgoing mail

· liaising with Property Managers and Real Estate Salespeople regarding their office

· Organising travel arrangements, conferences, meetings and social functions

· Auditing and purchasing office supplies

· Regular contact with the owner to update their properties.
· Creating and listing properties in CRM and everyday refreshing.

· Assist with general office duties such as ordering business supplies, equipment maintenance, maintaining forms and files and overseeing general office appearance and repair issues.
RETAIL IS DETAIL LLC- CANDYLICIOUS:
Position: Customer Support Associate/ Cashier
Address: Dubai Mall
Date: November 2011 – August 13 2012
Job Profile:
· Giving a high quality service to customers and make sure that they are satisfied.
· Assist and serve the customers to their needs.
· Doing some replenishment of items, requesting items, and top up all the shelves and cabinets.
· Handling customer’s inquiry and customers complain.
· Doing cashiering, at the same time preparing the report sales in closing time and counting money for the float.
· Ensure all sales transactions are captured accurately and completely.
· Listening to customer requirements and presenting appropriately to make a sale.
· Checking quantities of goods on display and in stock
· Gathering market and customer information.
· Maintaining and developing relationships with existing customers in person, and via telephone calls and emails.
· Reviewing sales performance, aiming to meet or exceed targets.
INDEX LIVING MALL:
Position: Customer Service/ Sales Coordinator
Address: Dubai Mall
Date: August 2009 - October 2011


Job Profile:

· Coordinates delivery schedules and other supply chain activities.
· Purchasing order.
· Cutting delivery order and billing order by using SAP System.
· Checking the sales order in the SAP System/generating the sales order.
· Maintain up to date filling system (hard copy-soft copy)
· Providing customers with product and service information and up selling opportunities.
· General administrative duties like issuance of petty cash, clearing of cheque, in charge of daily report sales in cashier counter and SAP system.
· Prepare reports such as stocks movement, daily stock counts, fixing report, damage report as well as other report needed/ request by the superior.
· Regular contact with clients to review items delivery, shippable status and stock availability.
· Prepare correspondence, documentation, paper work in accordance to departmental needs/upon manager’s request.
· File accounts, fax documents and respond to emails.
· Analyse sales orders and sales forecast and generate reports for better planning of                       the purchase order, checking/preparing the items for delivery.
STANDARD CHARTERED BANK
Position: Customer Service/Call Centre Agent
Address: Singapore

Date: June 2008-June 2009


Job Profile:
· Promote and offer the client a Personal Installment Loan called cash 1.
· Reached the sales target monthly. 
· Working with outmost care and professionalism while we are answering their question.
· Encourage the customer to join and get the Personal Installment and make sure they will be satisfied to our service.
· Offer credit card with the maximum average of the salary.
· Preparing the list of Singaporean residents need to be call.
· Helps the team grow customer relationships by making sales referrals when appropriate.
· Provide timely order management report and information to customers.
ST VINCENT’S ACADEMY
Position: Elementary Teacher (Grade 2, Grade 4, Nursery, Kinder 1-2)
Address:  Philippines




Date: June 2003-April 2008
Job Profile:
· Teaching all areas of the primary curriculum.
· Taking responsibility for the progress of a class of primary-age pupils.
· Organizing the classroom and learning resources and creating displays to encourage a positive learning environment.
· Planning, preparing and presenting lessons that cater for the needs whole ability range within their class. 


· Motivating pupils with enthusiastic, imaginative presentation.
· Maintaining discipline
· Preparing and marking work to facilitate positive pupil development.
· Meeting requirements for the assessment and recording of pupils' development;
· Providing feedback to parents and careers on a pupil's progress at parents' evenings and others meeting.                  
· Coordinating activities and resources within a specific area of the curriculum,  and  supporting colleagues in the delivery of this special area.                                                                                        
· Keeping up to date with changes and developments in the structure of the curriculum.
· Organizing and taking part in school events, outings and activities which may take place at weekends or in the evening
HOLIDAY  INN
Position: Receptionist cum Admin Assistant
Address: Clark field Pampanga - Philippines   
Date: June 2002-May 2003
Job Profile:
· Receive, direct and relay telephone messages and fax messages.
· Handling booking, cancellation and reconfirmation requests.
· Handling customer complaints and referring to supervisor.
· Reconciliation of daily sales, generating closing reports.
· Computer data entries and recognizing or maintaining filing records.
· Arranging appointments for guests to meet with company staff.
· Assist in the planning and preparation of meetings, conferences.
· Provide word-processing and secretarial support.
· Maintain an adequate inventory of office supplies.
Educational Background:  
BACHELOR OF ELEMENTARY EDUCATION (BEED)
University of the Assumption 
1998-2002
Board Passer License Examination for Teachers (LET)
