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Attention: Human Resources                                               
Dear Sir/ Madam,
I am interested in a Personal Assistant/ Receptionist/ Admin/ Customer Service position within your company.
I am confident that my experience of 11 years as a motivated and highly confidential Personal Assitant in Dubai  and Customer Service Manager in Romania for 4 years and will benefit your company. I am a very fast learner, a team player and hard and honest worker.
In Canada I worked in a temporary position as Receptionist at Alternatives Funeral and Cremation Services Aldergrove, British Columbia from 30 May to 15 July 2016 and as a front desk receptionist at Econolodge Motel Village in Calgary, Alberta, for 2 months.  After that I have not searched for jobs anymore. 
The reason that I have left Dubai in 2014 was that I got married with a Canadian citizen.
However, I miss Dubai very much; over there I spend the best 13 years of my life, therefore, I would really appreciate the opportunity to return and work for a prestigious company like yours, and to contribute with my professional experience and administration skills, to the success of your company.
You may contact me by the email, telephone number above or skype , in order to schedule a meeting with you to discuss my qualifications and experience further, as well as references from previous employers.
Yours sincerely,
Gabriela 
Gabriela 
 Gabriela.19545@2freemail.com 

I am interested in a position with your company. I offer my extensive 11 years of Personal Assistant experience and 4 years of Customer Service, to add to the success of your business. 
Career History
Front Desk Receptionist at Econolodge Motel Village, in Calgary, Alberta, Canada

28 Aug  2016- 22 October 2016 
· Book hotel rooms via email fax or telephone.

· Serve customers by greeting, welcoming, directing and checking them im appropriately.

· Assist customers with all hoel related needs, I.E. calling taxbis, booking meeting rooms etc.
· Finalize payments and other enquires from the customers.

· Receive and sort daily mail/deliveries/couriers

· Answer, screen and forward incoming phone calls while providing basic information when needed.
· Lialising with the house keeping team in order to ofer the best customer service to each guest.
Receptionist at Alternatives Funeral and Cremation Services, Aldergrove, B.C, Canada

30 May 2016- 15 July 2016 (temporary position)
· Serve visitors by greeting, welcoming, directing and announcing them appropriately.
· Assist grieving customers at the appointments, in delivering them the urnes with their beloved ones.

· Finalize payments and other enquires from the customers.

· Receive and sort daily mail/deliveries/couriers

· Answer, screen and forward incoming phone calls while providing basic information when needed.
· Produce and maintain in the company data base and software the death certificates and other basic records.

· Perform other clerical reception duties such as filing, photocopying, collating, faxing etc.
· Resolved customer complaints, with excellent success in maintaining customer satisfaction
April 2008 TO June 2014     Standard Chartered Bank, Dubai, United Arab Emirates
International bank with 1700 branches in 70+ countries worldwide
Executive Assistant to Head of Private Banking , Western Reg- Standard Chartered Bank, Dubai, United Arab Emirates


Apr/2011 – June 2014
Provide executive support to the Head of Private Banking, who oversees all private banking in 26 countries in Europe, Middle East, South Asia and Africa.
· Support the Head of Private Banking in closing deals and retaining clientele by demonstrating professionalism, diplomacy, confidentiality and cultural awareness in all interactions with the bank’s highest level, most affluent and demanding clients.
· Organize meetings and travel arrangements (including visas, hotels, flights & transportation) for the Head of Private Banking West and clients from Europe, Asia, Africa and the Middle East. Communicate with clients’ offices to coordinate details and any last-minute changes.
· Schedule appointments, manage the calendar and draft/prepare basic confidential documents.
· Supervie a driver

· Answer, screen and forward incoming phone calls while providing basic or more detailed information when needed.

· Perform other clerical duties such as filing, photocopying, collating, faxing etc.

· Receive and sort daily mail/deliveries/couriers
Executive Assistant to CEO Africa Region – Standard Chartered Bank, Dubai

                         May/2009 – Mar/2011
Delivered efficient, professional executive support to the CEO of Africa Region, who oversaw all consumer banking, all retail banking and all private banking in 10 African nations.

· Planned and organized international conferences, workshops, meetings, business dinners, functions and audio/video conference calls, with excellent attention to detail.
· Scheduled/re-confirmed meetings and appointments; prioritized/managed CEO calendar.

· Coordinated travel arrangements (including visas, flights, hotels and car rentals) for the CEO and regional office team members, as well as supervising a driver locally.
· Showed tact and discretion in interacting with clients & board members from 10 countries.

· Managed CEO expense claims and worked with Finance team to ensure timely settlements.

· Drafted and prepared correspondence on the CEO’s behalf.

· Maintained and updated all CEO office files, and ensured utmost confidentiality.

· Coordinated with IT/PVM departments to resolve technical and administrative issues.

Executive Assistant to Head of Consumer Banking Africa -Standard Chartered Bank, Dubai


Apr/2008 – May/2009
Supported the senior executive in charge of all consumer banking in 10 African nations.

· Organized the daily, weekly and monthly schedules, and managed the executive’s calendar.
· Planned and coordinated functions, workshops, meetings and audio/video conference calls.
· Arranged visas, flights, hotels and car rentals transportation, and supervised a local driver.

· Processed expense claims and followed up to ensure claims were paid promptly.

· Prepared confidential documents, produced supporting materials and maintained files.
· Initiated issue resolution for office technology.
Executive Assistant to CEO, Quest Int’l Design & Property Development, Dubai

2003 - 2007

Commercial property development company with 120 employees and offices in 3 countries

Managed all administrative support functions for an extremely busy CEO.
· Supervised 2 secretaries, a receptionist and a driver.
· Organized meetings, conferences and travel arrangements; managed the CEO’s calendar.

· Screened, evaluated & distributed/actioned all incoming emails/correspondence to the CEO.
· Coordinated and tracked workflow, and ensured managers delivered their targets and reports.

· Drafted sales letters and routine correspondence on the CEO’s behalf.
· Developed sales enquiries, scheduled sales appointments and distributed sales leads to the team.
· Maintained personal memberships for the CEO, his family and other Managing Directors.
Customer Service Manager, Steilmann Fashion Design, Bucharest, Romania

1998- 2003
International clothing manufacturer and retailer with 89 stores in Romania

Managed the Customer Service Department at Head Office for 2 years.

· Resolved customer complaints, with excellent success in maintaining customer satisfaction.

· Coordinated all inter-store transfers for 89 stores, including product sourcing and logistics.
· Maintained databases of all sales records and customer data.
Education: High School Diploma, Romania (1988) in light industry.
References provided upon request.

