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Abu Dhabi, UAE            michelleannemelo@yahoo.com            +971 50 798 51 46
HIGHLIGHTS OF QUALIFICATIONS
· has excellent computer and data entry skills with  experience in a customer service-oriented environment

· fluent in oral and written communication in English language

· confident, enthusiastic, proactive and assertive 
PERSONAL INFORMATION:

Birthday:  November 06, 1983

Civil Status:  Single

Nationality:  Filipino

Height:  5’5”

Weight:  115 lbs.

Visa Status: Employment Visa
Available: UAE driving license
WORK EXPERIENCE

Thrifty Car Rental, Abu Dhabi UAE

Counter Sales Representative cum service coordinator.   (March 13, 2011- present)
Counter Sales Agent

· Renting vehicles to travelers and others who need cars for short/long periods, such as businesspeople, vacationers, and drivers whose cars are being repaired 
· Filling out forms, check driver's licenses, and collect deposits in cash or by credit card
· Prepare the final bills for rental fees, mileage charges, traffic fine charges and all extracharges.
·  Prepare s car rental spot/lease agreement contract together with required documents.
· Handling petty cash, fuel slips, credit card charges, follow-up overdue for hired agreements.
· Communication responding through emails, phone calls or faxes for more details or inquiries.
· Interacting and assisting client’s option for choosing an appropriate vehicle.
· Routine car inspection & explain any special features of all kinds of vehicle available.
Service Coordinator
· Handle customers' complaints or problems including service due cars and repairs/breakdown.
· Coordinating with the driver by assigning them and instructing how to rescue all car repairs including breakdown and accident cases
· Manage all hired vehicle for periodic maintenance.
· Resolving all complaint through phone calls and meeting the clients.
Lifeline Health & Fitness Center, Abu Dhabi UAE 
Personal Fitness Instructor cum receptionist   (July 2008-March 2010)
· Handle the progression and transition of all the clients into new, more effective exercises. 

· Implement personalized exercise programs for every client. 

· Make exercise prescriptions.

· Carry out research on newest and latest trends exercises. 
· Instruct various group exercises.

· Do telemarketing and follow-ups.

· Received visitors and answering queries.

· Answering calls, paper works, setting appointments, faxing, collect fees from the members/client and record the money collection for each day.

· Helped oversee client communication, updating existing members about new services & promos.

· Attended to client requests, enquiries and complaints; 
Accomplishments:  Best Staff Certified.

                                   Generated more than 50% increase in the sales.
Oreja Medical Clinic, Sta. Ana, Pampanga, Philippines  
Doctor’s Assistant    (March 2006-February 2008)
· Assisting in medical check.
· Takes vital signs of patients: blood pressure, temperature, cardiac rate, respiratory rate, body weight.
· Assists in minor surgical procedures done in the clinic: mass/cyst excision, circumcision, Pap smear, electrocautery, et al.

· Assists in immunization and vaccination procedures.
· Updates and maintains patients’ records.
Philippines National Red Cross, Intramuros, Manila, Philippines  
Red Cross- First Aid- BLS-CPR for lay rescuers (March 2006)
· Assisting in medical check.
· To recognize several life-threatening emergencies.

· Provides CPR.
· Relieves choking in a safe, timely, and effective manner
Wenphil Corporation, Dapitan Sampaloc, Manila, Dapitan, Sampaloc, Manila, Philippines  
Service Crew cum Cashier (2006-2007)
· As dining staff, renders fast and friendly service at any given time.
· As kitchen staff, prepares and handles food hygienically
· As cashier, attends the customer's orders and responsible for the cash funds endorsed by the manager.
· Keeps and maintains a clean and desirable environment at all times.
First Quadrant, Incorporated, Ortigas Avenue, Greenhills San Juan Manila, Philippines

Business Associate (Sales)    (2004- 2006)  

· Autonomously work to complete Request for Proposals from different prospects, clients and consultants.
· Prepare analytical information, including charts and graphs for use in fact sheets and standard marketing presentations.
· Estimate or quote prices, credit terms, trade-in allowances, warranties and delivery dates.

· Overtime may be required at times.
EDUCATIONAL ATTAINMENT

Business Administration Banking and Finance, 
University of the East,
 Recto, Manila, Philippines (2001 - 2003) 
Bachelor of Science in Nursing, 
University of Perpetual Help College of Manila,

 Sampaloc, Manila, Philippines (2003 – 2007)

REFERENCES

· Furnished upon request.
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