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EVANGELINE PINGCO
Shara Khalifa AL AIN U.A.E.
Mobile No. 0501363863
Email add: ejpingco@yahoo.com.ph


CAREER OBJECTIVE:

To join a reputable company where my expertise and my knowledge and would be an asset. Meet new challenges for personal growth and order advancement.

DUBAI U.A.E. WORK EXPERIENCES:

Receptionist / Telephone operator / Document Controller
Scantec Planning Consult AL AIN U.A.E.
March 23, 2011 till date


 Receptionist Telephone Operator

PERSONAL SUMMARY

 Well presented with exceptional customer service skills, and the ability to provide an effective reception and switchboard service. Working under pressure in a quick placed fast moving environment and able to received guests on arrival in a friendly, helpful and approachable manner. 
Able to be an integral member of administrative and clerical team, can follow instructions and also have a willingness to learn. Currently looking for a suitable receptionist position with a progressive company

 Working within a reception environment providing a telephone answering, admin and reception service as well as organizing the post, welcoming visitors and providing hospitality towards guests and clients. 

Duties:

 Answering all incoming calls / emails and re-routing them to relevant parties. 
Meeting and greeting visitors ensuring they are signed in and inducted. Opening, distributing, collecting and taking the post. 
General administration duties, photocopying, filing etc. 
Deal with any inquiries in the reception.
Entry of data’s into internal systems. 
Report any problems to the office manager. 
Ensure that the reception area is tidy and clutter free. 
Monitoring stationary stock and reordering when required. 


Skills and Competencies

Good telephone manner. 
Offer a warm & friendly greeting to visitors. 
Presentable appearance and smart
Ensuring a efficient running and operation of the Reception Desk. 
Good organization and prioritization skills. 
Self motivated, proactive & hardworking. 
Listen and anticipate.
Good skills Word, Excel, Email and Internet. 
Accept and adhere to the need for strict confidentiality
Knows how to print Autocad Drawings
Little knowledge in accounts


Document Controller

 Responsible for establishing and maintaining a effective document control systems. Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties. 

Duties: 

Maintaining tracking facility to enable documents updated easily.
All relevant new documents scanned
 Checking dispatch documents are accurate. 
Filings of documents and drawings. 
Responsible for maintaining hard copy 
Issuing and distributing controlled copies of information. 
Managing and maintaining a Document Control System.
 Provide advice on procedures of issue and methods in accessing the system. 
Ensuring all documents is as up to date as possible within electronic filing systems. 

 Skills and Competencies

Experience with document control packages 
Good interpersonal skills and a professional telephone manner. . 
My ability in Healthy precautions and safety regulations is comprehensive 
Ability to evaluate, prioritize, organize and delegate work schedules. 
Good in decision making skills. 
React when dealing with challenging situations.
Assisting departments with queries on documentation requirements & submissions









RECEPTIONIST 
Canadian Specialist Hospital Dubai
November 2007 – March 2008

Duties & Responsibilities:
· Responsible of answering the front reception desk
· Arranging the schedule/booking of the patients for check up
· Responsible of answering telephone calls, sees to it that telephone call are all attended and serve clearly and accurately.
· Assisting of patients in a polite and courteous manner
· Cheerful character, customer oriented, analytical minded, friendly and good problem solving skills
· Encodes data’s of patients.
· Arranging insurance of patients.
· Can work under pressure
· Keep record of all items used.
· Perform other duties as assigned or requested.
· Forefront of the customer service
· Entertain question, comments and suggestions coming from a guest and visitors
· Honest, hardworking and trustworthy

Secretary cum  receptionist
3N Design Gen. Trading FZE.
May 2008- Dec.2008

Duties & Responsibilities:

· Responsible of answering the front reception desk as well as handling all administrative tasks for the office and perform general administrative duties.
· Cheerful character, customer oriented, analytical minded, friendly and good problem solving skills
· Handle statement of accounts, voucher, office expenses, and salary computation.
· Has full and comprehensive knowledge of the Company’s Filing system.
· Responsible for all filing requirements of the office.
· Handles the petty cash fund and addresses reimbursement, ensures that all expenses have supporting documents.
· Arranges and confirms meetings and appointments
· Responsible of receiving & transferring calls, inquiries, courier, scanning, photocopying, printing, filing. Fax, updating business cards, received clients & guests for Gen. Manager.
· Process and classify the company’s general expenses e.g. DEWA, Etisalat bills, Petty Cash
· Make deposit slip and deposit cash or cheques to the Bank
· Checks & review documents for signature
· Received walk in clients, provide assistance, take messages and relay information.
· Checks & review documents for signature
· Perform other task assigned by General Manager.
· Makes and confirms travel arrangements including booking flights and hotels.
· Responsible of making DO, LPO, & invoices.
· Can work under pressure.

ADMIN./SECRETARY
Jena Laundry
Dec. 27, 2008 - February 5, 2009

Duties & Responsibilities

· Responsible of answering the front reception desk as well as handling all administrative tasks for the office and perform general administrative duties.
· Cheerful character, customer oriented, analytical minded, friendly and good problem solving skills
· Handle statement of accounts, voucher, office expenses and salary computation.
· Coordinates with the Hotel Linen Supervisor/Officer In charge regarding outgoing (wash and clean) and incoming linen (used dirty linen)
· Handles the petty cash fund and addresses reimbursements, ensures that all expenses have supporting documents.
· Checks & review documents for signature.
· Received walk in customer and provide assistance.
· Make deposit slip and deposit cash or cheques to the Bank
· Responsible for all filing requirements of the office.
· Responsible of making DO, LPO, & invoices.
· Can work under pressure
· Keep record of all items used.

Receptionist cum Secretary
A Santos Vaults & metal works Phil.
July 2006 to Aug. 2007

· Duties and Responsibilities:
· Establishes and maintains an accurate filing system for all documentation. Filing to be up to date, accurate and easily retrievable.
· Maintains customers / clients file in a systematic manner, ensuring completion, confidentiality and accuracy.
· Handles the petty cash fund and addresses reimbursements and liquidations, ensures that all expenses have supporting documents.
· Arranging schedule of meeting/ appointments of the Managing Director.
· Responsible of making DO, LPO, & invoices.
· Maintain and organized filling system.
· Keep record of all items used.
· Perform other duties as assigned or requested.
· Dealing with the suppliers and handling customer queries and concern.
· Coordinates with customers regarding purchase orders, delivery and payments.
· Ability to work under pressure and handle multiple tasks.
· Responsible of answering the front reception desk as well as handling all administrative tasks for the office and perform general administrative duties.
· Handled Courier, Incoming and Outgoing Faxes, and Answering telephone calls.



Receptionist cum Telephone Operator
Sta Clara De Montefalco Medical Center Phil.
June 12, 1998  - July 2006

Duties and Responsibilities
· Maintains patients file in a systematic manner, ensuring completion confidentiality and accuracy.
· Maintain filing system, updating records and ensure safe custody of confidential documents.
· Make plans and suggestion for the benefit of my department
· Attend regular meeting with the hospital Medical Director and duties information to my staff.
· Implements decision whenever the needs arises especially when circumstances calls for it .
· Established good relationship with my co-worker and staff.
· Perform other duties even outside my department as long as it will be for the greater benefit of the whole organization.
· Ability to work under pressure and handle multiple task.
· Attend courteously to incoming visitors and guest.
· Answer telephone calls in a polite and courteous manner.
· Honest, hardworking and trustworthy.

Duties and Responsibilities – Front Desk Officer
· Forefront of the customer service
· Attend courteously to incoming visitors and guest
· Attend incoming and outgoing local and international calls
· Answer telephone calls in a polite and courteous manner
· Computer Literate
· Sees to it that telephone calls are all attended and serve clearly and accurately
· Cheerful character, customer oriented, analytical minded, friendly and good problem solving skills
· With knowledge in operating PABX Telephone
· With good voice modulation
· Entertain question, comments and suggestions coming from a guest and visitors
· Honest, hardworking and trustworthy
· Established good relationship with the guest
· Can work under pressure

Personal and Computer Skills
· Proficient in Computer Application – Microsoft Word, Excel & Internet
· Highly Organized, Efficient with Excellent Telephone Manners and Presentable
· Approachable, Friendly and Yet Firm

Educational Background
· Graduate of Midwifery
· Our Lady of Fatima University (Philippines)
· Visa Status – Employed (Transferable Visa)
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