
CHARISSAE.DACUTAN
CuarentaSta,Cruz,
OccidentalMindoroPhilippnes
+639632079955
alcherdacutan2013@gmail.com

OBJECTIVES
Toseekchallengingpositionofferingresponsibility,challengeandrewardingexperiencesatthesame

time.Maintainingahighstandardofperformancesandbusinessethics

EXPERIENCE

PersonalCaregiver{ElderlyPersonwithDisability}

EstrellaEstradaSanEstebanIlocosSur

Philippines

September2018-Present

 ProvideassistancetotheElderlyordisabledpersonbyhelpingthem performed

Everydaytask.

 ProvideDailyrecordsofactivitiesandservicesperformed

 Cookednutritiousfoodandmaintainhealthylifestyle

 Provideemotionalsupporttothewellbeingoftheseniorwhoarepronetodepression

AssistantStoreManager

M.H.AlshayaW.L.L.Kuwait

August17,2011-July31,2017

 Maintainingtheupkeepofthestoreonadailybasis.

 Proactivelyandreactivelyassistingcustomersqueries,complainsandpurchases.

 Helpingthemanagerindoinglayout,changingthemannequins.DoingalltheReports;Daily,

WeeklyandMonthly.

 CanbeabletoprocesspaymentsinthePOS.Cash/Debit/CreditCardandVouchers.

 Updatingourcustomersaboutourcurrentpromotionsbysendingmessages.



 Providereplenishmentontheproductthatisnotavailableonthefloor.

 Assistingthecustomer'sneedandprovideinformationtotheproductfortheirsatisfaction.

I.T.Assistant/OfficeAssistance

WaagnerBiroW.L.L.DohaQatar

September15,2009-July27,2010

 Fillingthedocumentsaspertherequirementsoftheofficeandupdatingfileaswell.

 Encodedataonthecomputertospecificfile.

 Answeringandreceivingphonecalls

 Makingcopiesofdocuments;orsendingfiles.

 Monitoringtheordersuppliesrelatedtooffice.

DataEncoder

CriminalRecordandManagementSection

ErmitaManila,Philippines

February2008-July30,2009

 Providedataentryandverificationsupporttoatask,project,contractordivisionby

operatingdataentryequipment.

 Toencodeformatandtranscribedatafrom asourcedata.

 Enterdataintoformattedorunformattedscreensordocuments.

CallCenterAgent

I-SourceSolutionCompany

ManilaPhilippines

June2007-October2007

 Answerinbound/outboundcalls

 Assistscustomerswhohavespecificinquiries.

 BuildCustomersinterestintheservicesandproductofferedbythecompany

 Followupcallsfrom theclientwithclericalduties.



LiveinCaregiver

Edmonton,AlbertaCanada

August2002-May2007

 Provideassistancetothechildbyhelpingthem performedeverydaytask.

 Dropthem intheschool,preparetheirmealsandhelpingthem withtheiractivities.

 DolightHousekeepinglikeCooking,LaundryandCleaningthehouse

 Helpingthechildrenwithpersonalhygieneandmaintainingcleanliness.

SalesAssistance

CandonCityPhilippines

May2001-March2002

 Assistthecustomer’sneedandshowalternativeproductinthestore/shop.

 Replenishingproductthathasnotavailableonthefloororshelves.

 Maintainingcleanlinessofthestoreandputpricetagineveryitem

 ProcesspaymentPOS;Cash/DebitorCreditCardandVouchers

Clerk

DepartmentOfPublicWorksandHighways

CandonCityPhilippines

Oct.1999-May2000

 Copiesdataandcompilesrecordsandreports.

 Answeringincomingcalls

 Answercorrespondenceandpreparesincomingandoutgoingmails.

 Assistandgreetvisitors,clientsetc.

EDUCATION

BachelorsDegreeinSecondaryEducation

UniversityofNorthernPhilippines

CandonCity,IlocosSurPhilippines

Seminars/TrainingAttended:

 I-SOURCESolutionCommunicationandSkills

TrainingI-SOURCESolutionCompany

ManilaPhilippines

 LiveinCaregiverProgram



SICESPhilippines{AccreditedbyTESDA}

BaguioCityPhilippines

February2001-October2001

SpecialSkills:

 KnowledgeableinMSOfficeOperationsandinternet

 Knowledgeableintypingdata,encoding,sendingandreceivingemail.

 Canoperatefacsimile,copiermachine,andcomputer.

 CanabletooperatePOSeitherpaybyCash/Debit,CreditCardsandVouchers


