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KRISTINE 
Kristine.367083@2freemail.com
	CAREER OBJECTIVE

	    A dedicated professional seeking for a receptionist or office position where I can utilize my excellent communication skills, clerical and administrative abilities as well as my front desk experience to ensure the optimum performance of the facility and contribute to company’s success.


	QUALIFICATIONS

	
	· Extensive experience in Sales/ Customer Service, and has a Receptionist or Secretarial role in the previous employment.
· Good organizational, interpersonal and communication skills both verbal and written.
· Proficient in Microsoft Office Applications, Word, Excel, Powerpoint, Outlook and Internet Savvy.
· Knowledge in handling office machines, expert in data entry, filing and documentation. 
· Team-player, ability to do multitask, learn quickly and thrive in the midst of change.

· Strong problem-solving skills, analytical and excellent in teaching or mentoring.  

	WORK EXPERIENCE

	
	OFFICE/ CLERICAL EXPERIENCE

Medical Receptionist/ Secretary                                                                         Sep. 2007 - May 2008
CHONG HUA HOSPITAL

Cebu City, Philippines

■  Encodes patient’s data, pharmacy request, dietary meals and prepares medical certificate

■  Arrange schedule for patient’s appointments, surgeries and laboratory exams.
· Handles hospital admissions, keep patient’s medical record and updates their file.
· Provides assistance to physicians and gives necessary information to patient or visitors about hospital procedure.

· Tracks patient’s referrals, confers medical insurance companies and answers telephone calls.

· Facilitates patient’s flow by notifying the provider of patient’s arrival.

· Keeps medical office adequately stocked, by anticipating inventory needs and office equipment.

………………………………………………………………………………………………………………………….. 
CUSTOMER SERVICE/ SALES EXPERIENCE

Sales Executive                                                                                          Feb.2016 – up to present
PARIS GROUP INTERNATIONAL
City Center - Manama, Bahrain

■  Presents and introduces new products, offers advice and answers queries to customers.

■  Sells products by establishing contact and developing relationships with prospects.
· Performs cashiering, prepares till reports by collecting, analyzing and summarizing information.
· Contributes to team effort by accomplishing related results needed.
· Takes measurements for customer’s desired alteration of garments.
.………………………………………………………………………………………………………………………….
Senior Fashion Sales Advisor/ Assistant Shop In-Charge                     Mar. 2010 – Dec. 2015 
JAWAD BUSINESS GROUP 

Dubai Mall – Dubai, United Arab Emirates

■  Plans and organizes daily work schedules and motivates the staff to achieve the business plan.
■  Acts as the Store In-charge in the absence of the manager.

· Creates visual merchandising layout, sends email and prepares daily reports and feedback.

· Assists and provides customer’s need, ensures to give the best service for satisfaction.
.………………………………………………………………………………………………………………………….

Customer Service Assistant/ Front -End Assistant Supervisor            June 2008 – Jan.2010
SANFORD MARKETING (SM) CORPORATION
Cebu City, Philippines
■  Handles customer’s feedback, resolves complaints and generates solution to the problem.

■  Executes paging, and manages exchange and refunds to customers.

· Monitors and supervises the cashiers, baggers and tenants to do their respective task properly.

· Deals inventory on promotional booths, keeping records and take charge on CS funds.
…………………………………………………………………………………………………………………………

TEACHING EXPERIENCE

SecondarySubject Teacher (English, Economics and Food Technology)      Nov. 2006 - Feb. 2007
NABUAD NATIONAL HIGH SCHOOL

Bohol, Philippines
■  Prepares daily lesson plans and deliver the subject matter to a range of classes of different ages and abilities.
· Motivates and maintains up-to-date subject knowledge, devises and writes new curriculum task.
· Selects and uses a range of different learning resources and equipment to support student’s learning.
· Manages student’s behavior in the classroom and on school premises, also applies appropriate effective measures in cases of misbehavior.
· Undertakes pastoral duties such as on the role of formal tutor and supports student on an individual basis through academic and personal difficulties.

· Participates and organizes extra curricular activities such as school programs, sports event and other social affairs. 


	EDUCATIONAL BACKGROUND

	
	CENTRAL VISAYAS STATE COLLEGE                                                              Jun. 2003- Mar. 2007
· Bachelors Degree in Secondary Education
(Dean's lister, Leadership Award & Best Student Teacher)
ADDITIONAL SKILL:
■     Issued by Ministry of Interior General Directorate of Traffic - Bahrain 
■ Certificate of Basic Operational Human Resource Course 

    Issued from Training Plus Institute Bahrain
■  Certificate of Basic MS Application Course 

    Issued from Training Plus Institute Bahrain 
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