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Geraldine C. Paculan
Mobile: 77203002
E-mail: geraldinepaculan04@gmail.com

WORK EXPERIENCE

Teacher Assistant 
Royal Kids Nursery, Al Taif St., Doha, Qatar
 Jan. 2017- present		                      			

· Responsible in education support duties and assist the class teacher in the day to day needs of the pupils in their care, to enable the teacher to implement the curriculum and respond to the pupils’ needs. 
· Assist in the development of students both educational and social development under the direct supervision and guidance of the class teacher. 
· Provide support of pupils within and outside the classroom during activities.
· Assist in maintaining pupil records and maintain complete confidentiality on all school matters.
· Support pupils who have special learning needs or those who speak English as a second language, those with emotional or behavioral problems and help develop their social skills.
· Assist in preparing and presenting pupil’s work for display.
· Support in other teaching tasks such as photocopying, paper distribution and the like.
· Undertake other duties from time to time as required

Development Officer
Pagasa Philippines Lending Company Inc., Philippines
Sep 2010-Jul.2011
· Handles loan requests from PHP50K up to a total credit relationship of PHP150K 
· Demonstrate a general understanding of technical aspects of lending, and has a clear understanding of the fundamentals of credit and finance. 
· May delegate work, set schedules, guide, recommend, review, and train assigned personnel regarding loan processing
· Partner with credit officers to develop skills in client prospecting and management a
· Advance, approve, and service SME loans for business and individual clients within parameters of authority.
· Conduct interview of commercial loan applicants to develop financial and credit information, to determine needs, abilities, earnings, and risk; request needed information, such as financial and operating statements.
· Appraise and extend credit and terms in accordance with policy and lending authority.
· Keep updated on issues and trends on lending matters
· Assume accountability for proper documentation and review of accounts.
Monitor loans to ensure conformity with terms 
· Solicit potential and existing clients and non-lending relationships.


Sales Clerk
SM Baguio, Philippines					
Jun – Dec 2012
· Maintain sales files and records so they remain updated and easily accessible
· Sort and distribute incoming mail and prepare outgoing Answer the phone to take messages or redirect calls to appropriate colleagues
· Usage of appliances such as photocopier, printers etc. and computers for word processing, spreadsheet creation etc.
· Undertake basic bookkeeping tasks and issue invoices, checks etc.
· Assist in office management and organization procedures
· Monitor stocks of office supplies (paper clips, stationery etc.) and report when there are shortages
· Assist in making travel arrangements and booking venues for conferences and events
· Perform other office duties as assigned

Admin Crew
Jollibee Food Corporation, Philippines 
Oct 2011 – Apr 2012
· Maintain the front desk and reception area in a neat and organized fashion.
· Serve as central point of contact for all outside customer's needing complaints to be addressed.
· Manage receptionist area, including greeting visitors and responding to telephone and in person requests for information.
· Response to customers' questions and concerns in a timely and efficient manner.
· Ensure that all customer service requests are filled within a targeted timeline.
· Provide customers with information on company policies, procedures and protocols.
· Demonstrate ability to record details of client contacts and service history.
· Prove the ability to determine answers and solution quickly.
· Handle returns and complaints effectively.




Other Part Time Work Experiences:

Events Staff
Al Nawras Wedding Services	
	Doha, Qatar
	Apr 2017 – Apr 2018

First Line Design Events, 	        			                    
 May 2017 - May 2018 
Doha, Qatar

Promoter
United International Trading Company	          
Arkan Building, Barwa Commercial Ave., Doha, Qatar
May 2017- Aug 2018

Ali Bin Ali and Partners				
Feb 2017 - present
D Ring Rd., Doha, Qatar


SKILLS

· Computer Literate
· Familiar with guidelines  and instruction of Customer Service
· Possess good decision making with nice interpersonal skills.
· Can communicate well with my co-workers and colleagues.
· Can work under pressure.
· Willing to learn new things 
· Customer Service- Assisted to incoming guest, take orders, and serve food orders.
· Events Assistance- managed to assist in event set-up and accommodating guests.
· Product Introduction- was able to introduce product in the market provided by giving samples.

PERSONAL DETAILS 

	Phil. Address:

	Ordoña St. Poblacion East., La Union
	
	Qatar Address: 
	 Hilal

	Area Code:
	2506
	
	Street No.:
	815

	City:
	Rosario
	
	Zone No.:
	41

	Date of birth:
	October 4, 1992
	
	City:
	Doha

	Gender:
	Female
	
	Languages:
	English

	Nationality:
	Philippine
	
	Height:
	5’6”

	Marital Status:
	Married
	
	Weight:
	60kgs



EDUCATION DETAILS

Certified Nursing Assistant
July 2023
Filipino Institute
Doha Qatar

Bachelor of Science in Hotel and Restaurant Management 
Graduated in 2009
Lyceum Northern Luzon
Urdaneta City, Pangasinan
Philippines

Secondary, 2007
Saint Charles Academy
San Carlos City, Pangasinan
Philippines

Elementary, 2003
Tarectec Elementary School
San Carlos City, Pangasinan
Philippines
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