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NICOLETTE C. TABING
09171262011
016 ANABU II- E IMUS, CAVITE

(4103, PHILIPPINES)

nicolettecamaisatabing@gmail.com
PROFESSIONAL SUMMARY:

A confident and highly organized administrative professional with experience in busy office and receptions environment, easily adjust in a fast paced environment. I possess strong interpersonal skills, demonstrating the utmost discretion and integrity when dealing with confidential information. I would like to share my knowledge in any position that I will be placed to improve, learn and excel more the company the best that I can.
SKILLS:

1. Computer literate (Microsoft Word, Office, Excel and Powerpoint)

2. Good interpersonal skills

3. Attention to detail

4. Flexible

5. Fast learner

6. Critical thinking skills

7. Emotional intelligence

8. Great communication skills

WORK EXPIRIENCE: 
· HINDUJA GLOBAL SOLUTIONS                           :   Customer Service Representative
       Cyberzone, Northgate Alabang                                            (Healthcare Account)

       Muntinlupa, City                                                                  January 2022- Present
· Makati Shangri- La Hotel                                    :     Front Desk Receptionist

       Ayala Avenue Corner Makati,                                     February 2018- January 2021

       Avenue, City 1200 Philippines

· SM DEVELOPMENT CORPORATION                   :    International Property Specialist

      Two E- com Center,                                                        August 2018- January 2019

      Mall of Asia Complex Harbor Dr.

      Pasay, Metro Manila

· PACEER SECURITY AGENCY                                  :    Secretary

      Blk.9 Lt. 2 South Garden Homes                                 January 2014- February 2018

      Congressional Rd. Salitran III

      Dasmarinas, Cavite

Duties and Responsibilities as Secretary:

1. Log and file the incoming and outgoing documents in the file box and scan it to save in the computer. 2. Do scanning, copying and printing of documents. 

3. Monitor the e- mail every day.

4. Maintain and update the files electronically. 

5. Receive all phone calls and transfer if it is necessary. 

Duties as Hotel Receptionist: 

1. I’ll be the first person to greet the guest.

2. Giving the keys to the guest. 

3. Verifying the reservation of the guest. 

4. Helping the guest with their complaints or question. 

5. Giving the room assignments. 

6. Finance and cashiering.

Duties as Customer Service Representative Healthcare Account: 

1. Answer the calls of the clients properly. 

2. Help clients with complaints and questions. 

3. Giving customers the information about the benefits of their insurance. 

4. Giving the reasons or solutions about the problems on their claims.

 5. Providing correct information on their queries. 

Duties as Real Estate International Property Specialist: 

1. Providing the best presentation to the client for them to buy condominiums. 

2. Giving the best customer service to the client. 

3. Presenting the kind of condominium we are offering. 

4. Escort the client to the site to see the model units.

EDUCATIONAL BACKGROUND:

Tertiary: De La Salle University-Dasmariñas
Dasmariñas, Cavite

Course: Bachelor of Science in Business Administration

Major in Human Resource Development (Graduate)

S.Y. 2009-2013

: Bachelor of Arts in Psychology
S.Y. 2005- 2008

: Bachelor of Science in Tourism Management
S.Y 2008-2009

Secondary: Casa Real Montessori Inc.

Imus, Cavite

2001-2005

Primary: Casa de Bambini Montessori school

                    (Casa Real Montessori Inc.)
Dasmarinas, Cavite

1995-2001

PERSONAL DATA:

Birth Date: December 13, 1988

Age: 33 years old

Height: 5’3”

Weight: 115 lbs

Citizenship: Filipino

Civil Status: Married

Religion: Catholic

Mother: Myrna A. Camaisa

Father: Nolito S. Camaisa (+)

SEMINAR ATTENDED:

March 13, 2010: “Human Resource Challenges in a Corporate Setting”

Human Resource Development Program

College of Business Administration Building,

De La Salle University-Dasmariñas

January 15, 2010: “The Business of Pleasure: The Milrose Realty Story”

By Mr. Roderick Raymund ‘Ricky’ L. Ocampo

Tanghalang Julian Felipe

De La Salle University-Dasmariñas, Cavite

December 11, 2009: “Expanding Opportunities, Enlarging Capacities:

The Philippines’ Business Processing and Outsourcing Industry”

Luis Aguado Viewing Room, Aklatang Emilio Aguinaldo,

De La Salle University-Dasmariñas, Cavite

REFFERENCES:

Mr. Carl Justin V. Alindog: President/ General Manager

PACEER Security Agency Inc.

(046) 541- 1996

Shaharah Peregrino (Team Leader)

Hinduja Global Solutions 

09774661088

Nicolette C. Tabing

________________

       Applicant
