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Mobile # 0568629697
Dubai Investment Park 2
E-mail Add: jherameetorzar@gmail.com


PROFESSIONAL SUMMARY: 
Dubai: Receptionist/Admin Staff/Customer Service with online delivery handled.
Philippines: Human Resource Supervisor, Payroll, Training Officer and Employee Violation Relation Officer, Event Coordinator and Event Organizer, Guidance Counselor and Teacher, excellent in juggling multiple tasks and working under pressure. Knowledgeable in online selling and Microsoft application, broad in educational setting and Employee Customer Service. 

SKILLS
· Excellent problem solving abilities		Has Basic knowledge in: 
· Excellent communication skills 		-Comprehensive understanding of early childhood behavior
· Excellent in Raport-Building skills		- Conflict Management
· Excellent in managing multiple tasks		- Ethical and work Management 
· Microsoft Office Skills 			- Employee Payroll Computation
· Excellent in Customer Service 			- Developing Training Modules
· Multicultural Competency			- Online Delivery Service
· Excellent in Human Resource Information Software
· Excellent in Performance Management collaboration and Teamwork 
· Excellent in Event Planning and Organizing
· Excellent in Employee Relation and Performance Evaluation
· Excellent ability to engage children with appropriate activities
· Impressive organizational Skills
· Strong Interpersonal abilities
· Active listening and analytical Skills

WORK HISTORY	
Receptionist/Admin Staff/Customer Service Rep			Sahat Almadina Hypermarket 
Dubai Industrial City/Dubai					November 2018 to Present
· Provide proper information and satisfactory customer service assistance
· Handling incoming calls and operating switch board
· Maintaining office directories and fillings
· Handling and solving customers complain 
· Assisting other administrative staff with overflow work, including word, excel & graphic processing
· Filling Staff Documents and communicating with Human Resource regarding staff concern
· Assisting Supplier for Local Purchase Order
· Providing necessary information and details of product for customers online. 
· Serving Online Customer with satisfaction
· Receiving and dispatching deliveries
· Taking and ensuring messages are passed to the appropriate staff member on a timely basis




Payroll/Training Officer and Employee Relation Officer			KCC Mall of Marbel
Korondal City, Philippines						September 2016 to September 2018
· Provide employee Training and development
· Assisting Employee Payroll and Benefits
· Assisting Employee concerns 
· Assisting customer phone inquiries
· Planning and Organizing event 
· Maintain effective communication with clients to establish training needs
· Monitoring Employee Attendance and performance
· Develop and maintain Training Materials
· Provide Midyear employee Evaluation and Appraisal
· Preparing employee Payroll and benefits
· Conducting Employee Training and Orientation
· Responsible for interviewing, screening and placing worker
· Handle employee relation, payroll, benefits and training

 	Guidance Clerk						The National Teachers College
		Manila, Philippines						May 2014 to July 2016
· Assisting students and parents concern
· Provide necessary information for all inquiries
· Document keeper
· Assisting Student and Parents for enrollment
· Provide personal assistance to the counselors and students
· Provide good moral character certificate 

Guidance Counselor/Part time Faculty			St. Joseph College – Cavite
Cavite, Philippines						May 2011 to May 2014
· Give appropriate Guidance Services			 
· Teaching General Psychology Subject
· Listen to students’ concerns about academic, emotional or social problems
· Help students process their problems and plan goals and action
· Mediate conflict between students and teachers
· Improve parent/teacher relationships
· Organize peer counseling programs
· Refer students to psychologists and other mental health resources
· Work on academic boards to improve learning conditions
			
EDUCATION:	Bachelor of Science in Psychology 
w/Accounting 1
San Sebastian College-Recoletos,
Manila, NCR, Philippines 2011
ADDITIONAL INFORMATION				CHARACTER REFERENCE:
Age				30 years old					available upon request.
Civil Status			Married
Language Spoken		English, Filipino
Visa Status			Employment (until December 12, 2020)
Nationality			Filipino 

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

								         Jhera Mee Esteves-Torzar
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