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Objective:
Looking forward for a position where I can prove my skills and can give service as well.

Work Traits:
· High sense of professionalism
· Able to work under pressure
· Able to handle Operation 

· Adaptable and resilient nature with a positive attitude to learn
· Computer literate / Power Point , Excel  & Microsoft  Word 

Work Experience:
Follow Up Clerk cum Call Center cum Rental Agent cum C.S.R
( RSA & AXA  Insurance Local  Reservation, Customer Service )
Oct, 2013 Up to present
Dubai Rent A Car
Europcar Rent A Car  CO. LLC
Dubai UAE
Duties & Responsibility:
· Reserving a booking and attending to call complains and all request 
             for their Accident Car Replacement.
· Assisting walk-in customer and Checking and Off hiring car returns.

· Daily Reporting and Assisting & Coordinating to the Operation Supervisor for daily Reservation Booking for the Delivery & Car Collection for the client.

· Assisting the RSA & AXA Insurance Client for their invoice. 

· Assuring all request complains are resolve and all reservation are tally from email to the rent a car system.
Certificate:
Excellent Service for RSA Europcar Client   ( 21-Jan-2014 / 20-Oct-2014  / 27-July-2015 )

Skills Used: 

•Multitasking and adaptability 
•Teamwork 
•Organization Time and Management 
•Customer Focus 
•Creativity Strategic Thinking
Rental Agent
( Inbound & Local Reservation, Customer Service, Sales & Marketing Rep. Telephone Operator, Mercedes Benz Showroom Sales Rep.)
Aug 23, 2009 – Dec 21, 2012
Sixt Rent A Car
Gargash Enterprises LLC
Dubai UAE
Duties & Responsibility:
· Attending to all customer phone & e-mail complain and car rental inquiry
· Reserving all e-mail and call request booking from customer
· Daily Tele Marketing
· Updating All Inbound & Local Bookings and  Car Fleet
· Assisting walk-in customer, Corporate and International calls
· Preparing Invoice and Quotation for the customer

· Daily Reporting to the Sales Manager / General Manager / Operational Manager 

      and Supervisor
· Daily Coordinating to Corporate and Leasing Dept. for the fleet and Daily Bookings and Inquiries of their regular customer.

· Assisting the Accounts Dept. regarding the invoices & records of the customer.

· Checking and Off hiring Car returns
Marketing Staff
March 19, 2009-May31, 2009
Inhyang Commerce Phils. Corp.
Parañaque City, Philippines

Duties & Responsibility:
· Preparing Marketing Plan 

· Daily Marketing Report

· Daily Field Marketing

· Tele marking and attending to all in-coming & out going calls

· Preparing Daily & Monthly Inventory
Customer Service Staff
June 03, 2008 – Nov.30 2008
Malugo Philippines Inc,
Cabuyao Laguna, Philippines
Duties & Responsibility:
· Receiving Daily Calls for Purchase Orders

· Scheduling Purchasing Deliveries for Export & Import

· Preparing Invoice for Delivery

· Faxing Documents & Preparing Materials Certificate

· Daily & Monthly Stock Monitoring & Inventory
Knowledge & Skills:
· Computer Literate / Operation Skills
· Inventory / Export and Import Deliveries
· Customer Service Communication
· Knowledge in handling Customer concerns, request and complaints
· Ability to communicate affectivity with staff, customer and to the public
· Organization Time and Management
Service Crew

September 14, 2005 – .February 06, 2006
French Baker Philippines
SM MALL Pala-Pala Sampaloc Dasmariñas Cavite, Philippines
Duties & Responsibility:

· Responsible for providing food and beverage services to the guests
· To present menu, take order, suggest and recommend appropriately. 
· To attend and respond to guests’ needs promptly and professionally. 
· To present bills to diners, collect payment and give to the cashier, return change or credit card to diners.
Education:
Bachelor of Business Administration Major in Management
Philippine Christian University Dasmariñas Cavite City Philippines
June 2003 – March 2007
Personal Information:
Age:

 29
Sex:

 Female
Date of Birth:    September 11,1986
Citizenship:
 Filipino
Religion: 
 Christian 

