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	Gulf experienced professional with 5+ years of vast exposure and expertise in administration, training & development, client relations and customer service within diversified industries. Demonstrated competency in formulating policies, conducting briefings, providing administrative support, handling multiple tasks, fulfilling organizational objectives and dealing with multicultural personnel. Skilled in prioritizing job responsibilities in an effective and organize manner and maintaining strict confidentiality of records. A proactive, well-organized, innovative team leader and dynamic by personality who have flair for interacting with people; establishing instant rapport with client; thriving for new challenges and demonstrating tireless work ethics. 


	STRENGTHS

	· 5+ Years of proven experience in Gulf  
	· Strong Administration & Coordination Skills 

	· Competency in Training & Development 
	· Excellent Customer Service Skills 

	· Adaptable to changing business climates
	· Keeps confidentiality of company records

	· Strong commitment to service excellence 
	· People Management & Leadership Skills 

	

	· Promoted in job responsibilities after 2 months from Guest Service Agent to Reservation Agent and then after a month as Office Manager in Hospitality Management Section  due to exceptional efforts and outstanding performance demonstrated at Holiday Inn Express. (managed by Ishraq Hospitality).
· EMPLOYEE OF THE YEAR AWARDEE at EMIRATES CONCORDE HOTEL & RESIDENCE 2011-12
· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth.
· Carried out job profile in a consistent manner and continuously working towards the company’s objectives and goals that helped maintain level of competency.

· Used personal judgment and initiative to develop effective practical solutions to challenges. 

· Worked with enthusiasm and delivered quality results and outstanding achievements in work profile.

	

	
 SALES COORDINATOR                                                 August 1 2010 to present
       Sales & Marketing Department

       Emirates Concorde Hotel & Residence
       Deira Dubai UAE
      Guest Service Agent /Reservation Agent                       April 1 2008 to 31 July 2010
      Front Office Department

      Oasis Court Hotel Apartment
      Bur Dubai UAE

     Managed by Humaid Al Suwaidi Real Estate
      Office Manager/Pre Opening                                          October  2007  to 30 March 2008
      Hotel  Hospitality Management 
      Ishraq Hospitality Management Division
      Guest Service Agent & Reservation /Pre Opening          June  2007  to  September 2007
      Front Office Department
      Express by Holiday Inn
      Internet City  Dubai UAE

     Managed by Ishraq Hospitality Management


	AMALIA N. PENULIAR



	Administration 
· Act as a liaison between management and employees on all administration and personnel matters

· Carry out administrative duties efficiently including correspondence, logistics coordination, bookkeeping, customer relations as well as technical support. 

· Skilled in using computers programmed with software to perform administrative tasks such as drafting correspondences, scheduling meetings and arranging travel needs.

· Manage and keep confidentiality in all correspondences, company documents and reports.  

· Handle multiple priorities, meet deadlines and follow up critical issues.

· Coordinate with all the departments within organization and provide accurate, efficient and committed office work support in completing daily activities. 

· Confer with internal departments to exchange information, coordinate activities and promptly resolve issues. Liaise with clients and all third parties dealing with the company and set up rapport with the same.

	

	Customer Service 

· Act as first point of contact for customers while projecting professional image at all times. 

· Tact to deal with customers of diverse nationalities.

· Accord highest attention to customers and use customer service skills to heighten sales opportunity of each customer contact. Apply basic concepts, practices and procedures of handling client’s complaints while meeting high quality standards for customer services. 

· Display high quality, prompt service to achieve client satisfaction, loyalty and repeat business.
· Process customer transactions and respond to products and services inquiries in a responsive, accurate and timely manner. Ensure understanding of client needs through great attention to detail.  

· Obtain and examine all information to assess validity of complaints and determine causes. Refer unresolved customer grievances to designated department for further investigation.

· Keep records of client interaction/ transactions, document details of queries, complains and actions taken. 

· Continually develop understanding of company’s culture, products, services, ethical initiatives and other areas of business. Reflect the same in everyday performance.



	Sales Coordinator:

· Supports Sales and Marketing Departments

· Managed and maintained the Sales and Marketing Department

· Sending Contracts and Offers to all Market Segments, Corporate, Travel Agents, CIS, Iranian, Government and Ministries, Consulates and GCC. 

· To respond quickly and efficiently to all in- coming sales enquiries by telephone, fax and email, preparing brochures as required.
· To follow up all enquiries, preparing proposals where necessary and facilitating show rounds with potential clients to show the facilities.
· Promotion of our facilities to new and existing clients through a pro- active approach.

· Responding to and co-ordinating all internal meeting requests.
· Assisting in implementing the sales strategy as set by the Director to encourage repeat business.

· Preparing Memos, taking minutes of the meeting, maintaining Database

· Assisting Online Visa processing(employment and tourist visa)

Preparing Tenancy Contract, LPO, Receipt Vouchers



	

	Sales Coordinator:

· Supports Sales and Marketing Departments

· Managed and maintained the Sales and Marketing Department

· Sending Contracts and Offers to all Market Segments, Corporate, Travel Agents, CIS, Iranian, Government and Ministries, Consulates and GCC. 

· To respond quickly and efficiently to all in- coming sales enquiries by telephone, fax and email, preparing brochures as required.

· To follow up all enquiries, preparing proposals where necessary and facilitating show rounds with potential clients to show the facilities.

· Promotion of our facilities to new and existing clients through a pro- active approach.
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· Responding to and co-ordinating all internal meeting requests.

· Assisting in implementing the sales strategy as set by the Director to encourage repeat business.

· Preparing Memos, taking minutes of the meeting, maintaining Database

· Assisting Online Visa processing(employment and tourist visa)

· Preparing Tenancy Contract, LPO, Receipt Vouchers

Front Office/Reservation/ Guest Service Agent – 
· In charged in Front Office/ Reception. 

· Handles Reservation / Correspondence/ Check in and Check out and Stationery purchases.
· Handles Queries, guest complaints, guest feedbacks.
· Multi task in front office responsibilities and functions(cashiering, busy switchboard, fax. Files, etc)

· Tele Marketing( introducing our property to different companies)

· Responsible for ensuring the smooth and pleasant stays of  the guests.

PRE-OPENING-ISHRAQ HOSPITALITY MANAGEMENT

· Handles general office management

· Assistant to the Hotel Directors( Operation, IT, HR,Sales, Finance)

· Tasked to arrange and keep diaries, and organize appointments including meetings and ensured directors is prepared for the meetings. 

· Handled correspondence, wrote letters, and took dictations and minutes as well as incoming email, faxes and post. 

· Generated documents, briefing papers, reports and presentations. 

· Produced documents, briefing papers, reports and presentations. 

· Assisting Interviews, interview schedules for recruitment.

· Assisting HR, screening CV`s



	

	

	
	

	Bachelor of Elementary Education
University of Pangasinan, Philippines
PASSED LICENSURE EXAMINATION for TEACHERS

	

	Bachelor of Science in Nursing
3rd Year Undergraduate
University of Pangasinan , Philippines


	

	  Certificate of Basic Computer Programming / Basic Computer technician Course
	


Eastern Tutorial , Philippines
	

	1.Guest Focused: an attitude

2.Experience Express

3.Grooming

4.Empowerment and Decision making

5.Cultural Awareness

6.Telephone and Selling Skills

7.Food Safety Awareness

8.Food Hygiene Awareness




	

	   Proficient in MS Office Suite (Word, PowerPoint, Excel), E-mail & Internet applications


Microsoft Outlook, Brilliant and Holidex System,Prologic, Opera system
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