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Dear Sir / Madam:

 

Position Applied for :    OFFICE STAFF  / CUSTOMER SERVICE REPRESENTATIVE / SALES EXECUTIVE / DOCUMENT CONTROLLER / DATA ENTRY OPERATOR (DATA ENCODER)
  

I would like to apply for the above position or any other post that will fit my qualifications as per my educational background and experience. 

  

Currently, I am working as a Customer Sales Representative in one of the telecommunication company here in UAE, Etisalat. I believe that my experience and education will make me a competitive candidate for one of the position you have.
  

The key strengths that I possess for success in any of the position include, but are not limited to, the following: 

· Strive for continued excellence. 

· Strong communication skills. 

· I am a self-starter. 

· Eager to learn new things.

· Result oriented individual.

I hope that you'll find my experience and interests intriguing enough to warrant a face-to-face meeting, as I am confident that I could provide value to you as a member of your team and to the company. 

Enclosed is my resume/cv for your review. I can be reached anytime via my mobile number, 050-1880012. Thank you for your time and consideration. I look forward to speak with you about this employment opportunity. 

  

  

Sincerely, 

Jenny Alvarez Villaflor 

JENNY ALVAREZ VILLAFLOR

Al Qusais Dubai, UAE 
Contact Number: 050-1880012

Email Address: villaflor_jhenny@yahoo.com

OBJECTIVE: To acquired a challenging position wherein I can contribute to the effectiveness and overall productivity of the company. 


Summary of Qualifications:

1. Highly self-motivated, efficient, and flexible.

2. Ability to work under pressure in fast-paced, time-sensitive environments.

3. Dedicated individual; achieving reputation for consistently going beyond what is expected. 

4. Ability to communicate information clearly and concisely.

5. Ability to use a computer and applicable data entry software. 

WORK EXPERIENCE 

Nov. 18, 2007 – up to the present:
ETISALAT

Dubai UAE

Customer Service Representative


Duties and Responsibilities 

· Providing high quality service and customer satisfaction in attending their needs.

Sept. 19, 2007 – Nov. 10, 2007:

Sharjah Megamall

Sharjah UAE

Customer Service (Receptionist / Information)


Duties and Responsibilities 

· Answering and transferring calls in professional manner and provide information in response to inquiries.

· Attends general filing, daily reports. 

· Conducting surveys and processing MegaMore Cards.

Mar. 25, 2004 - July 10, 2007 :

MCM Information Management Incorporation

Muntinlupa City, Philippines 

Data Converter (Data Encoder)


Duties and Responsibilities 

· Encodes information from department forms into the data system to ensure information is accurately processed.

· Verifies specified jobs to detect and correct possible encoding or other errors to ensure data is error free when verifying other encoders’ entries, detecting and correcting wrong procedure codes. 

· Insures quality of work to keep satisfaction of client. 

· Insure to meet deadlines and keep errors to a minimum while maintaining speed.

June, 2002 - October, 2003:

IMA Credit Resources





219 Unit F. PERMARC Bldg., Sucat Parañaque City





Marketing Investment

RELEVANT SKILLS

· Knowledge in Popular Application Software

· Basic Computer Programming

EDUCATIONAL ATTAINMENT


Bachelor of Science in Computer Science


STI College






June, 1998 to May, 2002


Guadalupe Nuevo, Makati City


Academic Secondary Course


Concepcion National High School



June, 1994 to March, 1998


Brgy. Concepcion Plaridel, Quezon


Consistent Class Honor


Primary and Intermediate Course


Concepcion National High School



June, 1988 to March, 1994


Brgy. Concepcion Plaridel, Quezon

PERSONAL INFORMATION

Date of Birth


:
April 28, 1981


Civil Status


:
Single


Nationality


:
Filipino


Height


:
5 feet 3 inches


Weight


:
110 lbs.


Language Spoken

: 
English / Tagalog (Basic Arabic)

CHARACTER REFERENCE:         Available upon request.







 

Jenny A. Villaflor







