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To give my best in my professional pursuit for overall benefit and growth of the company that I serve by facing challenges will show my caliber and gain some experience.
EMPLOYMENT RECORD :
AL KALBANI BUSINESS CENTER

Al Khabisi Road, Deira Dubai

Secretary / Receptionist

January 2016 – Present 

· Assist prospective clients with identifying areas to look for property and suitable properties for their needs.

· Prepare drafts, Agreement, leases, and other related documents.

· Interact, plan and schedule meetings and conferences between tenants, visitors and owner.

· Effectively managed invoicing and outgoing payments.

· Attends tenants complains and direct it to the person in charge.
· Completed various office task needed by manager and tenants.
· Provide administrative support to 24 offices

· Acted as General Secretary / Receptionist to entire building.

· Advertise listed property to other realtors/brokers and potential buyers.
· Forwarding the required documents and payments of renewals and new tenants in Accounts Manager designated office of the landlord.

· Updating Occupancy, payment installments.
LANHOPE GENERAL TRADING LLC.

Emaar business square Downtown Dubai UAE

December 2013 – December 2015
Secretary /Receptionist
· Coordinating and performing all tasks instructed by MD

· Receive and monitors all incoming calls to the Managing director

· Maintain and updates a follow up file for the purpose of reminding the managing director of functions, events, meetings, appointments and other related matters.

· Ensure the filling is up to standard and easily accessible.

· Maintains customers confidence and protects operations by keeping information confidential.

· Asserting each and every files concerning Office, Sponsor, License, Credit Card, and MD personal matters

· Provide secretarial support as required in operation, accounts and office manager.
· Responsible to check all the credit card bills of MD and his family.
· Organize samples of papers and paperboards into relevant folders and arranging sample folders for customers with proper labels, technical specification, visiting card and cover letter.

· Organize telephone bills for each account (Office and MD’s residence) for payment.
· Monitor and recharge salik accounts for Company, MD and his family cars.
· Arrange courier and maintain records.

· Maintain database of buyers and suppliers in coordinating with operation team.

· Handling front desk
· Organize to collect post and distribute to relevant staff.

AL YOUSUF MOTORS LLC. (Spare Parts)
Sheikh Zayed Al Quoz Dubai UAE

September 2011- December 2013
Receptionist / Sales Coordinator
· Review new RFQ’s / Tenders and create response of bidding opportunities with suitable buyers on a continuous basis throughout the day at TEJARI (the official procurement portal for the Dubai Government)

·  Update TEJARI reports daily, ensuring that the information is accurate and meaningful.

·  Generate All Necessary Sales Document Such As Sales Quotation, Credit Invoice, Packing List, Proforma   invoice, Delivery Note, etc.
· Assist Sales team by focusing on managing schedules and following up on sales quotations

· Respond to online and telephonic queries

· Set sales meetings and appointments of the management

· Tracked Sales activities, Purchase Register, Warehouse stock and prepared reports.

· Handling the switchboard. -Typing out letters, faxes, evaluation certificates, correspondence, etc. -
· Assisting Sales / Managers and Warehouse to quote and order Processing and Other Sales Related Support and Administrative Duties.

· Process of Customers Purchase Order for Spare Parts to Procurement Dept. and Following Up in Delivery Status and Shipment.

· Liaising with local & international forwarder for spare parts deliveries to customer site

· Upkeep of customer’s, local suppliers and courier’s database.
· Updating of weekly credit invoices.
· Handle courier and mailing

· Handle incoming calls and take down messages

· Responsible for office administration duties (maintenance, stationery, pantry items, etc.)

· Attend to Other Sales Processing Matters and Coordination Matters, As And When Required.

· Sorting & distributing of faxes / email messages received to the concerned person, whenever necessary.
LAYIA OAK- HOTEL AND SUITES

Dubai Technology and Media Free zone Authority

Receptionist (SPA Dep.)
February 2011- September 2011
· Maintain Files and routine filing.

· Capable of handling documents and couriers.

· Provide prompt, courteous, and efficient service to all clients, so as to achieve a high level customer satisfaction through personalized service from arrival to departure.

· Ensure guest are personally greeted by name, if known and escorted to their designated section to make them feel expected and welcomed.

· Maintain an up to date knowledge of spa information and other hotel services, including operating hours, promotions, events, attractions and any allied information to respond client’s queries.

· Maintain database of all important internal / external telephone list, extension list etc. and keep them updated at all times.

· Maintain and Monitor attendance register and report discrepancies to the management.

· Received / Dispatch all incoming / outgoing items, letters, couriers, and packages.

· Promptly received and forward telephone calls and take messages correctly and route them to the proper person.

COCOON TRADING LLC.
DCC, MOE, DM. Dubai UAE

August 2008 – March 2010
Sales Associate
· Monitors daily sales report and monthly inventory report.

· Respond to complaints from customer and give after sales support when requested.

· Handled the processing of orders with accuracy and timeless.

· Making follow up calls to confirm sales order and delivery date.

· Responding to sales queries via phone or emails.

· Supporting the field sales team.

· Tracking sales order to ensure that they are scheduled and sent out on time.

· Compile the forms and other pertinent documents needed by the company.

· Prepare and encode written reports for documentation report.

· Monitor Competitors Sales performance, Promotional Activities and Marketing trends.

· Maintain the smooth operation at all times and stock room clearance and stock classification..  
GRAND HYATT HOTEL
Al Garhoud, Dubai UAE

Sept. 2007 – June 2008

Hostess
· Greeting and interacting with guest in a professional manner.

· Escorted guest to tables and assisted in seating

· Answer phone, took messages and made reservations.

· Gave quick information and exact directions to guest.

· Find out the seating place of the guest as per requirements.

· Ensure that requirements for all guests are met, including children’s, disabled and food allergic guest.

· Create new settings as per requirements and clear additional setting  if not needed

· Answered questions regarding menu items and dining experience.

· Monitored reservation of VIP’s and special guest.

· Attend customer demands ensure to provide customers satisfaction.

PERSONAL DATA

Nationality
   :         Filipino

Visa Status
   :        Husband Visa
Tertiary
   :        Management Information System ( SY 2000-2001)

Language 
   :
Filipino  (Mother Tongue)

English   ( Fluent )




Arabic    (Basic)




Japanese  ( Basic )
PERSONAL QUALIFICATION

· Highly Professional appearance and manner

· Pleasant Personality and Strong interpersonal skills 
· Accepts responsibility and meets commitments

· Learning based both independently and in a team environment

· Highly organized and task oriented

· Tally / Peach Tree / Quick book / ERP Oracle ( Basic )

· Telephone skills

· Customer handling skills

· Excellent communication skills

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