ROBELLE 
Robelle.151610@2freemail.com 
PROFILE:
· Positive personality, able to communicate in a comfortable and natural manner
· Experienced team player & a team leader, able to perform duties under stressful situations

· Able to perform tasks under minimal supervision
· Able to pick up in new challenges quickly
· Able to perform tasks to maximize profession
· Proficient in computer and computer applications such as, but not limited to MS Office Applications
WORK HISTORY:

Verve Marketing & Communications (Dubai, UAE)


Sept 2016 – Mar 2017

PA to the General Manager / Marketing Executive

Eventcetera Events Management (Manila, Philippines)



Jul 2015 – Sept 2016

Event Associate / Sales & Marketing Manager

· Handles corporate and social events with 150-200 persons

· Responds immediately to customer inquiries & emails

· Handles customer complaints, stressful situations & making solutions immediately

· Communicates with suppliers for the logistics and behind the scene scenarios

· Makes a report to the manager after each event
Hospitality Innovators Inc. (The Picasso Boutique Serviced Residences)

Nov 2014 – Jan 2015

HR Associate (Events and Administration)

Sci-Fi Café, Robinsons Galleria
(Manila, Philippines)



May 2014
On the job Trainee

· Performs duties according to the standards set by the Restaurant Manager applies scholarly sills, techniques and experiences whenever possible
Verve Marketing & Communications (Dubai, UAE)


Sept 2010 – Dec 2010
EA to the General Manager
· Performs administrative and office support activities to the manager and multiple supervisors
· Fields telephone calls, receiving and directing visitors, words processing, filling and faxing

· Arranges essential mail in priority action order for the manager and process replies on own initiative or from manager’s dictation or notes

· Updates and keep track of office and department office supplies and uniform requisition for all event staff

· Organizes events in a given span of time
Du Telecom (Dubai, UAE)






Dec 2009 – Dec 2010
Quality Controller

· Conducts, records and reports results of Quality Control Inspections
· Assigns and dispatches repair orders to the most appropriately skilled Technician based on priority and completion time
· Keeps Service Advisors constantly informed of delays and additional work found
· Monitors the reasons for, and the progress of each job stoppage



EDUCATIONAL SUMMARY:
         St. Paul University -  Quezon City, Philippines



 June 2011 – Mar 2015
         Bachelor of Science in Hotel and Restaurant Management
         Preston University - Ajman, UAE 





Aug 2008 – Oct 2009
         Bachelor of Business Administration

ACCOMPLISHMENTS:
National Food Showdown 2012 – 3rd placer in Cake Decorating Contest (2012)
Class Representative of Block B-HRM (2011 – 2015)

SEMINARS ATTENDED:
· Flair Tending Seminar – Quezon, City (March 2014)
· Philippines Bar Tour (Chili's) – Quezon City (March 2014) 

· Philippines Barista Seminar (Sci-Fi Cafe)  - Robinsons Galleria (February 2014)
· Philippines Housekeeping and Bed Making Seminar – Marriot Hotel Manila  (September 2013)
· Seminar on Bar Management – Holiday Inn Pampanga  (September 2012)
· Philippines Culinary Tour (Everybody’s Café, Bale Dutung) Holiday Inn Pampanga
(September 2012)
· Philippines Seminar on History of TGIF – Quezon City  (October 2011) 

· Philippines Commissary Tour (Jollibee Commissary, Nature Spring, Asian Hospital and Medical Center) – Laguna & Bulacan, Philippines (October 2011)
