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OBJECTIVE

To secure a position that fully utilizes my abilities, skills and experience for the mutual benefit of my employer and myself, which offers broad participation, immediate challenges, and to expand my knowledge and broaden my experience to a higher level of learning and responsibility.

EMPLOYMENT HISTORY
Admin Assistaant / Senior Receptionist / Cashier (2013 ~ 2015)

Enigma Beauty Group
Dubai, UAE

· Preparing monthly attendance report, staff roster, commission’s report and petty cash.
· Knowledge in usingShorcuts softwaresuch as; client reservation, POS and other reports.
· Encoding/Inputting clients information into file database.
· Handling daily cash sale and preparing deposit slip for bank deposit.

· Preparing and updating Daily Sales Report.
· Maintain set-up filing system, received faxes and e-mails.

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining outstanding standards, solid product/services knowledge and all other aspects of customer service.

· Ability to read, count, and write to accurately complete all documentation. 
· Pursue personal development of skills and knowledge necessary for the effective performance of the role,
· Perform reception duties in an efficient, professional and courteous manner.

Club Manager Assistant / Senior Receptionist(2010 ~ 2013)

Al Qudra Sports Management

Dubai, UAE

· Preparing monthly attendance report, staff roster, commission’s report and petty cash.

· Handling daily cash sale and preparing deposit slip for bank deposit.

· Updating Daily Sales Report and membership lists.

· Maintain set-up filing system, received faxes and e-mails.

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining outstanding standards, solid product/services knowledge and all other aspects of customer service.
· Perform reception duties in and efficient, professional and courteous manner.

· Maintain an awareness of all promotions and advertisements.
· Printing of membership card.

· Ability to process information through register system and use of POS.
· Ability to read, count, and write to accurately complete all documentation. 

· Ability to operate all equipment necessary to perform the job.
· Pursue personal development of skills and knowledge necessary for the effective performance of the role.

Administration Assistantcum Receptionist (2005-2009)

ViA Emirates LLC
Dubai, UAE
· Reporting directly to managing director.

· Answering telephone calls.

· Calendar/Organizing meetings, appointmentsand conferences.
· In-charge of booking & reservation.

· Entertain walk in, phone in clients and office visitors and direct them over to designated office personnel or sale person.
· Send& Received emails and communicate with other clients and suppliers.

· Proper filing of office papers and documents.

· Scanning and Printing.
Quality Assurance Inspector (1993-2005)

San Technology Inc.

Export Processing Zone Cavite, Philippines

· Check the products quality and quantity to meet the customer satisfaction.

· Solely handles, return materials (return lots), arranging reworks, process and returning to customers the same units in good working condition.
· Responsible in shipping, controlling materials ordered on the forecast of SSMC in Japan. 

· Calibration.

· Top rank in yearly evaluation.

EDUCATIONAL ATTAINMENT

Computer Programming
Philippine Women’s University





 Year 1991
Manila, Philippines

TECHNICAL SKILLS

· Proficient in Microsoft Word, Excel, Internet surfing, Electronic mail, Microsoft Outlook, Outlook Express

TRAINING ATTENDED

· SSMC Japan  (Mar 1995 – Sept 1995)
Production Trainee / Quality Control
Japan
· IKJEON Korea (Oct 1991-Apr 1992)

Production Trainee / Quality Control
Korea

· MS Office 2007 (2009)
SitesPower Training Center

Dubai, UAE

PERSONAL BACKGROUND

Good in physical responsibilities, hardworking, flexible, dedicated and well organized, self oriented, can handle pressure and capable of handling people with leadership ability and willing to be trained and available to start at the soonest. Always has eagerness to learn new task. 
Birth Place: Cavite City, Philippines

Nationality: Filipino
Civil Status: Single
Sex: Female
Height: 5’3”
Weight: 100lbs[image: image2.png]



