ANNE 

E-mail: anne.10067@2freemail.com 
CAREER OBJECTIVE: 

To be an asset of your organization by applying my knowledge, skills, capabilities and to be a part of the continuous development of the existing technology. Flexible and is willing to learn new skills and techniques in a customer friendly environment.

PROFESSIONAL EXPERIENCE

DUBAI BOWLING CENTRE –AL QUOZ-

2nd Interchange, Al Quoz Dubai, UAE

Administrative and Events Coordinator / Receptionist

August 1, 2006 – 30 Nov 2006

•
Office management and coordination

•
Assisting the manager with matters concerning bowling centre operations and office management.

•
Reservation in charge of booking for companies, birthday party bookings, leagues and other events

•
Following up the details of customer’s reservation, ensuring that they are well informed of the policies and procedures that are needed to be done

•
Inventories of all supplies of the centre

•
Keeping track of items and ordering supplies and consumables for the company

•
Coordinating with suppliers and processing LPO’s for supplies order.

•
Troubleshooting of the bowling system (Brunswick Vector System)

•
Filing and updating the database for record keeping

•
Advertising our bowling rates and packages by constructing flyers that are placed in the reception area.

•
Assuring the customers that they are given quality customer service anytime, all the time.

•
Coordination with the head office in Abu Dhabi concerning the staff and all office matters.

•
Answering and managing calls for the company

•
Handling the cleaners and making sure that they follow the step by step procedure of cleaning.

•
Evaluating the work done by the cleaners and making sure that the expectations of the company are met if not exceeded.

THUNDERBOWL L.L.C

Sheikh Zayed Road, Dubai, U.A.E

Receptionist cum Administrative Assistant Secretary 

July 25, 2005 – April 2006


Key person for reservation functions of the bowling center.


Handles bookings for different companies and other events.


Hosts and handles children’s birthday parties.


Welcomes guests with a smile and answers customer’s queries on the different packages offered by our establishment.


Ensures prompt and fast services for customer satisfaction.


Responsible for answering and managing calls.


Maintains a booking chart for organized filing of bookings.


Updates and follows-up with the customer’s preferences with regards to their bookings.


Sends quotations of bowling packages and confirmation of bookings through e-mail and fax.


Files and records the confirmed bookings neatly and orderly.


Encodes the previous bookings in a database for future references.

HIGHLIGHTS OF QUALIFICATION


Excellent command of English and ability to relate with people in different levels of organization.


Positive working attitude, fast learner and confident in working independently for sustained periods of time to meet work schedules and demands.


Possesses good inter-personal skills. Good typing skills, gives fast and efficient service to customers, knows cashier functions specialized for bowling.


Knows troubleshooting of Brunswick Vector System


People management


Knowledgeable of Blood Pressure taking & assessment of vital signs of patients.


Flexible and can easily adapt to any given situation.

EDUCATIONAL ATTAINMENT

JUNE 2004 – MAY 2005 

UNIVERSITY



University of Perpetual Help - Laguna





BS Nursing (3rd Year College)

 



Binan, Laguna, Philippines

JUNE 2002-MARCH 2004
De La Salle University - Dasmarinas




AB Psychology (2nd Year College)





Dasmarinas, Cavite, Philippines

JUNE 1999 – MARCH 2002
SECONDARY LEVEL 





Colegio San Agustin – Binan





2nd-4th Year High School





Juana Complex Binan, Laguna, Philippines

COMPUTER SKILLS

Computer Literate: Microsoft Office Application, Microsoft Powerpoint, MS Excel, E-mail and Internet.

PERSONAL DATA:

Nationality:    


Filipino

Birth date:     


August 02, 1985

Languages Spoken:      
English, Tagalog

Visa Status


Father’s Visa

