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ZENAIDA 
Zenaida.370833@2freemail.com
CAREER OBJECTIVES
A well-qualified, self-motivated and hardworking individual with over 10 years of customer service  experience in various sectors including customer service and marketing. Acquired extensive training in product knowledge and customer-related services; Highly motivated, trustworthy, creative and with initiative.
WORK EXPERIENCE

Company

: BRANDS GENERAL TRADING LLC – Dubai, U.A.E 
Duration 

: August 2004 to March 2016
Designation
: SERVICE DESK CONSULTANT  

Duties and Responsibilities:
· Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail.

· Filing and updating staff and customer records 

· Dealing with customer queries, requirements as well as customer complaints.
· Attend to visitors and attend other staff in the organization with their inquiries.
· Serving customer with quality and efficiency at all times by satisfying customer needs

· Accurately complete administrative documentation such as daily sales reports, time keeping and quotations using word processing programs.
· Handle and replenishes expenses from petty cash funds. 
· Process merchandise inventory return and exchange.
· Process in and out merchandise from different stores.

· Operate a range of office machine such as photocopiers computers and faxes
· Have a good knowledge of all the products, records, services without any errors.
Designation
: ACCOUNTS ASSISTANT  

Duties and Responsibilities:
· Preparing and approval of Cash Receipt Voucher.

· Replenishes expenses revolving fund.
· Preparing and clearing checks. 
· Posting of manual invoices from different branches. 
· Balancing of Cash and Credit Card Transaction thru Daily Sales Report.
· Accept calls and resolved customer complaints.
· Maintains daily summary statement status. 
Company:

OLE VETERINARY CLINIC - Philippines
Duration:

February 2003 to May 2004
Designation:
RECEPTIONIST 
Duties and Responsibilities:
· Welcome clients by greeting them, in person or on the telephone; answering or referring inquiries.

· Direct clients by maintaining employee and department directories; giving instructions.

· Maintains telecommunication system by following client instructions for home service operation.

· Maintains safe and clean reception area by complying with procedures, policies and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities.

· Contributes to team effort by accomplishing related results as needed.

· Updating clients for vaccines schedule of their pet.

Company:

REX TECHNOLOGIES - Philippines

Duration:

September 2000 to January 2003
Designation:
INSPECTOR 
Duties and Responsibilities:
· Inspect printed circuit pattern preparatory to assembly for compliance Company guidelines using test equipment.

· Examine panel to detect short circuit using magnifying glass.

· Views inside edges of solder holes to detect irregular surface using eye loupe.

· Record inspection results to segregate the Good and No Good panel.

QUALIFICATION AND SKILLS

· Over 10 years’ experience in providing excellent customer service in the U.A.E

· Highly experienced in different fields of customer service.
· Trustworthy and good team member.

· Self – motivated and dedicated to achieve the company goals.

· Adaptable in any environment and can work under pressure.
· Knowledgeable in Microsoft Office.
PERSONAL INFORMATION 
EDUCATIONAL BACKGROUND
:      COMPUTER PROGRAMMING






       System Technological Institute – Lucena City

MARITAL STATUS


:      MARRIED
NATIONALITY



:      FILIPINO

VISA STATUS



:      HUSBAND VISA
REFERENCES
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