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                     Curriculum Vitae 
MICHELLE 
Email Address:  michelle.379513@2freemail.com 
CAREER OBJECTIVE:
                                To be part of a competitive company not just to enhance/develop my personal knowledge, skills and capabilities which I have gained through my education and experiences but to share it with others as well that may be of help to the success of the organization.


QUALIFICATIONS:
· Associate in Computer Engineering
· With two (2) years U.A.E. experience..

· With good interpersonal skills.

· With good English communication skills both written and verbal.

· Proficient knowledge in computer system, Microsoft Office (Excel,

Word, Outlook, PowerPoint.
· Highly organized and well dedicated to work.

· Team-player and goal-oriented person.

WORK EXPERIENCES:
Company:
TAKAFUL EMARAT    



DUBAI, U.A.E



February 26, 2018 - April 01, 2018
Industry:
INSURANCE COMPANY

Position:
 BACK OFFICE OFFICER




INDIVIDUAL MEDICAL      


       
(PART TIME)
Duties and Responsibilities:
· Generating the policy of the member.
· Checking the validity of the visa stamp of the sponsor and insured member,
The premium amount and the relationship of the sponsor to the member.
· Editing and activating the Emirates ID and the Date of Birth (DOB) of the member.
· Sending emails, entertain and answering the inquiries of the client. 
· Preparing and stamping Health Certificate request by the member.
· Follow up the member for the incomplete documents.
WORK EXPERIENCES:
Company:
AL DALA GENERAL TRADING L.LC.    



DUBAI, U.A.E



May 2012 – May 2014
Industry:
IMPORT & EXPORT
Position:
 RECEPTIONIST / OFFFICE ASSISTANT
      
Duties and Responsibilities:
· Monitor product import or export processes to ensure compliance with regulatory 
or legal requirements such as SASO Certificate, Certificate of Conformity, 

attestations of documents and etc.

· Maintain reports and process custom documentation.
· Receive and direct telephone calls and relay conversation and pertinent message to 

Others while maintaining accuracy, clarity and confidentiality.

· Perform primary contacts and establish rapport with clients, visitors and people 

going in and out of the company on daily basis.
· Entertain and answer basic quarries made by the client pertaining to their 
services provided by the company. 

· Access the various needs and purpose of the client and direct them from proper

source in order to address their concern.

· Create appointment schedule for the clients. Ensure the proper filling of pertinent 

documents.

· Function as the receiver of official documents and important mail address to the office.
WORK EXPERIENCES:
Company:
KODEC PRECISION INC.


ANGELES INDUSTRIAL PARK, BO CALIBUTBUT NIYOG RD.



ANGELES, 2001 PAMPANGA, PHILIPPINES



JUNE 24,2016-APRIL 25 2017
Industry:
IMPORT & EXPORT
Department: 
COORDINATE MEASURING MACHINE/CMM

Position:
 QUALITY ASSURANCE INSPECTOR / ENCODER

Duties and Responsibilities:
· Inspect the sample base plate if any damage, if complete parts and any defects.
· Separates the damage sample base plate and good base plate.

· Measure the coordinates of the sample base plate using measuring machine.

· Encode the measured coordinates of the base plate.

· Print out the result of the sample base plate. 

· Discuss inspection results to the superior with those responsible for products, and recommend necessary corrective actions.
· Discard or reject products, materials, and equipment not meeting specifications.
WORK EXPERIENCES:
Company:
TOY KINGDOM



INTERNATIONAL TOYWORLD, INC.


SM PAMPANGA, PHLIPPINES


APRIL20, 2002 –OCTOBER 25 2002
Department: 
TOYSTORE
Position:
CASHIER

   Duties and Responsibilities:

· Receive payment by cash, check, credit cards, vouchers, or automatic debits. 
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
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Personal


Information


 


Nationality: 


Filipino





Country of Origin:


Philippines











Date of Birth:


December 03, 1984








Civil Status: 


Married











Additional Information:


Husbands Visa





























Vilma A. Estimos














