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	[bookmark: _GoBack]PROFESSIONAL SUMMARY: Energetic Front Desk Receptionist with 5years of experienced in fast-paced dental clinic. Excellent in customer service, organized and friendly secretarial support. Skilled at managing inventory and supplies, handling phone duties and company correspondence, and appointment scheduling. Exceptional result in problem resolution. Make positive contribution and assets towards the image and growth of the company.
SKILLS   
                     
	· Excellent phone and in –person communication skills
	· Problem solving

	· Organization, time management and multitasking abilities
	· Team Player

	· Flexibility
	· Reliability


                              
WORK HISTORY
Dec.2018-Up to Present
Receptionist Assistant Liberty Dental Center, Kuwait
· Manage the front office, greeted 50+ daily patients, responded to request for information.
· Organized payment and recorded receipts.
· Maintain order and cleanliness of reception area.
· Answer telephone system and directed calls accordingly.
· Perform clerical duties, such as filing and sorting and distributing files.

Nov.2012- Aug.2017   
Grocery Business
· Responsible for all aspects of your own business operation.
· Planning and ordering merchandise to overseeing day-to-day operations.
· Ensure all products are sufficiently stocked and displayed according to expiration dates.
· Make sure to count and give the exact change to the customers.
· Analyzing data to determine which products are most popular with customers.
Feb.2008-Dec.2008
Sales Demonstrator Toy Express Bankee Trading Manila, Philippines
· Greet customers and discuss type, quality and quantity of merchandise or services.
· Provide advice about the merchandise. 
· Demonstrate and explain products, methods, or services in order to persuade customers 
· Sell products being promoted, and keep records of sales.
July 2007-Dec.2007
Sales Associate Surplus Marketing Corporation Manila, Philippines
· Ability to stand for a long period of time.
· Lead customer to desired area or aisle, Provides recommendations.
· Make sure the availability of the products sizes, and stocks.
· Inventory of all stocks and supplies.

EDUCATION
2009-06 – 2011-09 Business Administration and Marketing Management
2008-06 – 2008-09 Information Technology 
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