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Objection
          Desire is to find a stable yet challenging position in a professional environment in which to learn new technologies and skills while utilizing my previous experiences to improve beyond my current   abilities. I expect to built strong business relationships within the company and with the client and to exceed expectation to all aspect of my work.

Professional Experience
Filipino Association Computer Excellent (FACE)
First Floor Avenue Hotel Al Rigga

· Knowledge in computer application MS Office (Word, Excel ,Database Power Point)
Sapphire Town Real Estate Burjuman Business Tower Dubai
Office Assistant
August 2014-sept.2015
· Greet and Assist customer requirements

· Answer calls support to the receptionist and transferring to the concern department

· Assist the staff with Scanning, Photocopying.

· Monitoring office stationaries, keeping it arranged & organized and updating the concern departments for orders

· Maintain the cleanliness of the office, making tea, coffee etc.
JLT General Service
UAE: Dubai  2010-2013
· Keep rooms clean and presentable
· Vacuum floor and ensure all furniture are clean
· Maintaining, cleaning and preventing the spread of bacteria
· Collect used towels, bed sheets and pillow cases
Manila Hotel Sampaloc Metro, Manila Philippines
Receptionist
June 26, 2006-Sept 15, 2007
· Executing standard telephone procedure using appropriate customer service etiquette                  
· Send/receive/request/correspondence letters through e-mail to the clients/suppliers

· Preparing files for the  new clients

· Closing sales and encourage guests to pre-book services.

· Making clients list schedule and pull out files.

· Maximize books for each service professional in a fair and consistent manner.

· Accurately handles cash transactions, book appointments, answer and direct calls and provide         friendly customer service.

· Reminding the clients on their appointment during the day
· Scheduling guest salon and spa services while implementing proper procedures
Robinson Galleria Mall Mandaluyong City 
Sales Lady
Jan.4, 2004-March 28, 2005
· Promote products and services
· Introduce products to customers
· Greet and assist clients 
Skills
· Hardworking, easy to learn
· Energetic word attitude, flexible
· Self-motivated and able to work well in a team

· Professional in mannerism, honest
· Communication skills: English
Education
Tertiary
          College level

          Vargas College Tuguegarao City Philippines

Secondary
          Don Mariano Marcos  National School Philippines
Elementary
          Dummun Elementary School Philippines
Personal Information

Birthday: July 16 1985

Gender: Female

Religion: Roman Catholic
