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ELIZABETH                                                                                                    Deira, 
Email add: Elizabeth.90162@2freemail.com 

Date of Birth                               April 20, 1982


Place of Birth


    Surigao del Sur, Philippines




Sex                                              Female


Height



    5’4”



Nationality


    Filipino


Civil Status                                 Single 


Visa Status


    Employment



Present Position:  Receptionist 
OBJECTIVES:

To be able to work to a prestigious company which offers growth, recognition and promotion, where I can enhance my skills and knowledge and experience will be beneficial.

WORK EXPERIENCE:

________________________________________________________________________  
      Receptionist                               



Asayesh Real Estate  
       July 20, 2008-February 28,2009      


Deira, Dubai UAE

        Duties and Responsibilities:
· Making a good first impression. 
· Receptionists and information clerks answer telephones, route and screen calls, greet visitors, respond to inquiries from the public, and provide information about the organization.
·  Some are responsible for the coordination of all mail into and out of the office. 
· Contribute to the security of an organization by helping to monitor the access of visitors—a function that has become increasingly important.
· Do the housekeeping inside the office.
· Making a tea or a coffee for the staff and visitors coming.         

   SALESLADY



                       Al Kabayle Discount Center
      May 8, 2008-June 27, 2008



Deira, Dubai, UAE


        Duties and Responsibilities:
· Entertain the costumer.
· Provide the item what the costumer wants.
· Arrange all the items displayed especially the new coming stocks.
· Do the housekeeping within your section assigned.
      AVON DEALER





Avon Company Inc.
       2006-2007




            Surigao del Sur, Philippines

             Duties and Responsibilities:

· Take the order from the costumer.
· If the order comes deliver it to the costumers.
· When the days of payment, collect the money from the costumer.
       SERVICE CREW (PARTIME)
     

  Shielahs Restaurant
       2007 June-January      
     



  Surigao del Sur, Philippines

           Duties and Responsibilities:

· Welcomes guest.
· Take and serves the orders of the guest.
· Make the guests satisfied and contented with the services.
· Keeping the work place clean and organized.
        RECEPTIONIST/TELEPHONE OPERATOR         PICOP Industry Company
        2005-2006



 

 Surigao del Sur Philippines


   Duties and Responsibilities:
· Received and making phone calls for the company.

· Entertaining and arranging the guest for the concern personnel for appointment.

· Take care for the company information to the top level management.

VOLUNTARY WORK IN GOVERNMENT
         Municipal Planning and Dev’t 2002 April-2002 October





Coordinator 



 
 


        Linamon, Lanao del Norte, Philippines


     Duties and Responsibilities:

· In two months, everyday house to house for the survey.
· Conduct Focus Group Discussions.
· Consolidated Survey and FGD results.
· Facilitate Trainings and Seminars.
· Make the Barangay Profiling and report the results to the officials.
· Make the Tabulation results from the house to house survey.
EDUCATIONAL BACKROUND

Tertiary               1999-2003              Mindanao State University

                                                             Bachelor of Science in Community Development
                                                             Marawi City Philippines

Secondary            1995-1999              John Bosco College

                                                             Bislig City, Surigao del Sur

Primary               1989-1995              John Bosco College

                                                             Bislig City Surigao del Sur

SKILLS:

· Computer Literate.

· Effective using English as a second language.

· Loves working people in different nationality, can easily develop good rapport with co-workers, dedicated to work, responsible and fast learner. 

