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Angeli U. Alcantara 
Flat505, Sheikh Suroor Building, Block A. Al Rigga, Dierra Dubai, UAE angeli_0923@yahoo.com 
+971 589322831 
 

 
JOB OBJECTIVE: To work in a learning and challenging environment, utilizing my skills, knowledge and professional experiences to the best of my abilities and to contribute to the growth of the organization. 
 
WORK EXPERIENCE 
 
Customer Service Executive/Medical Receptionist 
Dubai Herbal and Treatment Center UAE December 19, 2022 – Present 
 
· Assisting in preparing monthly staff schedules and meetings 
· Preparing extensions/discounts approvals and cash/card refunds 
· Checking and handling patient’s feedback/complaints 
· Reports for weekly/monthly Call Logs – updating monthly promotions and consent 
· Greet customers warmly and always deliver excellent Customer Service 
· Complete procedures when clients arrive and leave (registration, payments and appointments) 
· Ensures accuracy in the input of patient data into HMS 
· Asks patients to fill up Health Assessment and Consent Forms 
· Respond to client general inquiry, then deal with all enquiries in a professional and courteous manner, in person, via telephone or via e-mail 
· Maintains a high standard in person appearance and demeanor 
· Handles guest complaints and record all guest’s suggestions and feedback 
· Maintains awareness regarding complaints/problems and bring them to the attention of the Head of Department 
· Fulfills all reasonable requests from clients to ensure their comfort, satisfaction and safety  Be involve and contribute at team meetings 
· Be responsible for evacuation, in cases of emergency, acting as first point of contact for clients and the emergency services 
BILLING / CASHIER 
· Receives payment for services and products 
· Responsible for the cash box at reception area 
· Ensures accurate collection of payments and invoicing of patients 
· Prepares a daily report for Daily Collection and endorses it to the Finance department 
· Maintains financial accounts by processing customer adjustments TELEPHONE OPERATOR 
· Provide client’s assistance by answering queries and other concerns 
· Forward client’s concern to Head of Department that will further assist the client 
· Maintains record for telephone messages 
· Confirming and rescheduling client appointments 
· To request/collect stocks and supplies in accordance with stock levels 
  
Assistant Branch Supervisor 
The Grooming Company LLC (NBAR) July 22, 2019 – December 4, 2022 
 
· Leads the reception team to the highest level of performance and  coaching them to upgrade and sell retail products 
· Ensure that the POS is used optimally and accurately being  updated 
· Maintains petty cash float 
· Go through appointments for the next day and identify new and repeat clients 
· Make sure that reception area is neat and clean all the times 
· Advice and explain to customers on available services and products 
· Works closely with the service team to understand time taken for each service in order to manage their time optimally 
· Follow up on waiting clients / call center agents (for booking) to ensure there is no communication gap 
· Manage complaints and resolve them to avoid escalations 
· Manage the store stocks, receive and handover supply when needed 
· Keep updated records of staff leaves then submits HR on assigned dates 
· Takes disciplinary action, coach and motivate teams to ensure smooth running of the branch 
· Performs other tasks and activities as requested by Management 
· Work in close coordination with the Management and the Head Office to ensure all staffing, training, maintenance, stock and finance matters are resolved timely  Attend Head Office meetings when required 
 
 
Receptionist 
678 Taj Therapeutic Spa UAE November 2018 – July 7, 2019 
 
· Greets & meet customers, providing a positive & friendly attitude 
· Answers telephone inquiries, taking accurate messages 
· Gives tours of the spa facility to customers 
· Supervises staff and administers assigned task depending on client service request 
· Schedule client appointments, notifies staff member of any customer cancellations or walk in visitors 
· Processed & maintained client file information with 100% confidentiality 
· Reports all sales & business activities to the owners 
· Attends to customer complaints & responds accordingly 
· Opening & closing of shop responsibilities 
· Orders and maintains stock / product supplies 
· Does cashiering roles, ensures end of day balance 
· Performs staff evaluation report & does administrative and clerical duties 
· Monitors the cleanliness of all areas of vicinity and if there are maintenance & fixtures 
 
Kuwait Food Company (Americana)-UAE June 2016 – September 2018 
SERVICE CREW 
· [bookmark: _GoBack]Greets customers at counter and takes orders, suggests menu items & add-ons to increase revenue 
· Handles cash in register (count & handover) 
· Prepare the daily stocks for the working area & ordered food as per standards, to ensure that the best quality service is rendered to the customer 
· Checks & maintains restaurant in all area according to cleanliness standards 
· Taking inventory at the end of the shift 
 
DELIVERY DISPATCHER 
· Answer calls and communicate with mobile units to send appropriate response 
· Schedule and dispatch drivers to appropriate locations 
· Analyzing   and resolving customer inquiries for missed pick-ups & issues 
· Enters data into system accurately & efficiently 
· Receives & reviews customer complaints regarding collection 
· Recording & documenting data from drivers rate sheets 
 
 
Service Crew 
 Pendy’s Restaurant, Bacolod City (Philippines) January 2010 –January 2015 
 
· Interact with customers, receives orders, processes payments, responds appropriately to customer issues 
· Preparation of products as ordered by customers 
· Maintaining a clean and safe work environment 
· Unloading of deliveries and stocking products 
· Ability to operate cash register terminal 
 
 
Nursing Assistant / Aide 
Don Salvador Benedicto Memorial Hospital (Philippines) June 2006 – June 2009 
 
· Provides nursing assistance to residents in a 32 bed care facility 
· Displayed strong clinical skills in assessing vital signs & providing pre & post-operative care 
· Ensures the accurate, timely flow of information by maintaining through patients records and updating healthcare team on patients status 
 
 
SKILLS 

 
 
· Computer literate 
· Driving Skills 
· Fluent in English 
· Multi-tasker 
· Efficient in Customer & Time Management 
· Selling Skills 
· Patient Care & Safety 
· Medical Terminology & Medical Administration 
 
PERSONAL INFORMATION 

 
Birth date: September 23 	 
Citizenship: Filipino 
Sex: Female 	 
Status: Single 
Drivers License :  UAE Driver’s License  
 
EDUCATIONAL BACKGROUND 

 
 
College 	Riverside College- Bacolod City, Philippines 
2002-2006 	             Practical Nursing 
 
Secondary 	Colegio de San Agustin- Bacolod City, Philippines 
1998-2002 
 
Primary 	University of St. La Salle- Bacolod City, Philippines 
1992-1998 
 
 
CERTIFICATES 

 
 
Filipino Academy – Dubai UAE 
Certified Nursing Assistant (June 25, 2022 to Dec. 18, 2022) 
KHDA Certificate 
Fil UK Certificate 
CHHS Certificate 
GSM Medical Center Internship Certificate 
Basic Life Support Certificate 
Adult First Aid Certificate 
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