Rohania 

A: Mushrif Area, Abu Dhabi, UAE
» Objective

Seeking a rewarding position within a progressive environment involving high degree of responsibility, offering challenging assignments, which will capitalize on my accumulated knowledge, skill and experience to provide an atmosphere for professional growth based on performance and accomplishments. 
» Profile

· Good communication skills both face to face and over the telephone. 
· Organized and efficient, able to prioritize work effectively and efficiently not only as part of a team but also individually.
· Highly motivated and result’s oriented, consistently commended for exemplary levels of customer service achieved through training, development and experience.

· Strives to contribute to the growth & development of the organization by fully utilizing skills and knowledge in a position that offers a challenge to qualifications and experience gained. 
» Employment History
Assistant, Legal                                                                                                                 Mar. 2009 – Jan. 2013
Abu Dhabi, UAE.
                                        

· Handling the shares registry of the company and updating each shareholder’s files.

· Sending out letters, notices to the shareholders and client through courier or hand delivery.
· Preparing cover letter, getting reference number from our internal DMS system and uploading them afterwards for circulation to the Management.

· Processing claim expenses, events registration, and payment requests for law firms rendering legal services for the Company and other services. 
· In custody of the credential documents of the company, organizing them and making new files for new shareholder or events such as the yearly Annual General Meeting, Board Resolutions, Board meeting minutes, Insurances, etc.

· Typing contracts/agreements and keeping files of new contracts related to developments and other sorts of agreements.

· Printing different sorts of agreements like DSPA, Amendment Agreement, NDA, Lease Agreement and checking the adequacy before issuing them to the other party.

· Replacing and issuing new share certificates of the shareholders

· Calling the Shareholders to update their files by requesting for renewed Trade licenses and Passport copies, Etc. 

· Preparing for the yearly AGM invitation letters to be sent out to every shareholders of the company

· Performing research, e-mailing, organizing itinerary, booking of flights, hotel and restaurant, taking appointments, notes, and calls, etc.  

· Coordinating with the trusted company translator in having the correspondence/document translated in either English or Arabic 

· Helping the management in preparing the BoDs meeting and replacing the Executive Secretary of the CEO while on vacation or away.
· Extending hand with the investment team for any tasks that they may require me to help i.e. recording of stocks traded, filing and so on.
· Coordinating with the other company that requires documents of the company for subscription of shares or investments, and/or opening an account in the bank.

Office Executive / Executive Secretary                                                                            Feb. 2008 – Jan. 2009
Grosvenor Real Estate Broker, Dubai, UAE.
                                        

· Promoted to office executive within the company after only being there for 5 months.

· Single handedly developed and maintained a filing system for the company’s database of customers.

· Preparing and updating daily freehold advert with new listings using Adobe Illustrator.

· Liaising with customers in order to make sure database is correct and up to date.

· Conducting searches to find needed information using sources such as the internet.

· Assisting sales consultants to find properties for sale and rent.

· Responsible for training new receptionist.
· Providing personal assistance to the CEO.
Senior Receptionist / Secretary
2007 - 2008

Grosvenor Real Estate Broker, Dubai, UAE.
                                        

· Operation of switchboard for three separate companies.

· Filtering incoming calls distinguishing the types of sales calls whether it is a buyer, seller, agent, landlord, tenant, or investor.

· Attaining client details and property requirements and passing the information on to sales consultants.

· Screening the calls before connecting to the concern person and taking messages.

· Provide administrative duties for the CEO and General Manager.

· General clerical duties included emailing, typing, note taking, filing and faxing. 

· Projecting a professional company image through in-person and phone interaction.

Guest Service Agent / Reservation – Front office
2005 - 2007

The Montgomerie, Dubai - 5-STAR Boutique Accommodation and Golf Course

· Handling payments. Accurately tallying shift end cash up and money drop procedure.

· Provide guests with a tour of all hotel amenities. Demonstration of in-room facilities. 

· Taking hotel bookings and confirming reservations including restaurant and transportation. Reconfirming flights for guests.

· Conducting daily courtesy calls to all in-house guests.

· Updating guest’ profile on the Hotel system during and after the guests’ stay. 

· Provide administrative assistance to guests.

· Conducting a thorough correspondence check for the day’s arrivals.

· Adhering to standard check-in and check-out procedures.

· Advise guests about Dubai and its activities, tours, places of interest, and exhibitions.

· Sending guest’s passport copy and information as requested to Dubai Central Intelligence Department (CID).
Sales Executive - Duty Free
2004 - 2005

Bahrain Duty Free, Bahrain International Airport




· Selling and promoting luxury watches.

· Conducted and maintained daily inventory checks.

· Learning product knowledge and taking part in company training schemes.

· Cashiering - being precise with different foreign currencies.

· Ensuring all customers receive the highest level of customer care and attention. 

Shift Leader Receptionist
2000 - 2004

Parkview Hotel, Cagayan de Oro City, Philippines 

· Supervision and coordination of on-duty receptionist.

· Reporting directly to Resident Relations Manager on a daily basis. 

· Responsible for the smooth running of the working shift. 

· Preparation of guest bills, handling reservations, supervising concierge.

· Assisting guests with all their inquiries.

· Providing information relating to room rates and inputting reservations.

· Managed front office administration tasks.

Executive Secretary 
1998 - 2000

Office of Provincial Governor, Marawi City, Philippines

· Prepared correspondence, reports, and materials for publications and presentations.

· Planned Governor’s calendar schedule. Setup and coordinated meetings, conferences and travel arrangements.

· Answering telephone calls and handled in professional manner. 

· Meet and greet all clients and visitors. 

· Perform general clerical duties, photocopying, faxing, mailing, and filing. 

· Maintaining hard copy and electronic filing system. 

· Responsible for researching prices and purchasing office furniture and supplies. 

· Coordinate project-based work. 

· Supervised and trained support staff. 

» Education and Achievements

2005 Food Hygiene Exams - Chartered Institute of Environmental Health

2004 Sales Executive training course, Bahrain Duty Free

2004   Achieved the highest score for Sales Assistant Induction program

2002 Certificate of Eligibility from Civil Service Commission, Philippines 

2002 Bachelor Degree - Bachelor of Science in Accountancy 

1998 Diploma - Computer Secretarial Course

» Trainings

2011
Running an effective Annual General Meeting (AGM) by Abu Dhabi Center for Corporate Governance
2010
Advance MS Word training by Netscope computer training centers

2009
  Microsoft Package Training 2007 & 2010

2008
Introduction to Adobe Illustrator CS3        
2007
System training on Central Intelligence Department (CID)

2006
System training on Fidelio V. 6.20 Hospitality Software

2006
Image & Grooming - Avon

2006
Effective Telephone Techniques

2004
Fire Awareness and Safety

» Skills

· Computing - MS Word, PowerPoint, Excel, Adobe Illustrator CS3
· Secretarial - Gregg Shorthand, Switch Board Operation (PABX)

· Typing Speed - 80 wpm – without looking at the keyboard
· Driving - Full clean current UAE driving license 
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Languages - Fluent in English, Tagalog
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