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Objective:
To gain competent professional advancement in reputable company where my knowledge and experience in customer service and other related functions could substantially add value to the growth of the organization. AMERICAN AND BRITISH ACCENT TRAINED with Arabic and Urdu BASIC Language.
Work Experience/s:
Company
: LOOTAH GROUP of Companies (DUBAI)
Position
:  PURCHASE  OFFICER  cum  OPERATION’S  MANAGER  MALE
SECRETARY
Date
: May 2014- Present
Responsibilities: PURCHASE OFFICER
Do multi tasking LPO, meeting with the suppliers, arranging quotations and invoices, documentation, requisitions, etc... Reviews documents and data (e.g. incoming requisitions, past purchases, reconciliations, inventories, etc.) for the purpose of ensuring completeness and accuracy of purchasing process.
· Reviews and authorizes purchase orders within assigned limits for the purpose of facilitating on-site ability to acquire required supplies and/or equipment. 
· Responds to inquiries of staff and administration regarding purchasing procedures for the purpose of providing information, direction and/or referral for addressing inquiry. 
· Processes requisitions into approved purchase orders for the purpose of updating and distributing information and/or acquiring resources in compliance with established guidelines. 
Responsibilities: OPERATIONS MANAGER SECRETARY
Assisting the operations manager in creating the employees work schedules and assigning their daily tasks. Interviews potential employees before directing them to the manager. Responsible for helping the manager train the new hires, and assisting in their getting accustomed to their new job. Also helps in the decision-making when it comes to the activities done in the office, such as production, the resale and the allocation of sources. Under the manager’s supervision, the assistant operations manager coordinates with the different departments in their organization to ensure that all tasks executed are of best quality. Responsible for completing paperwork related to employees’ attendance, performance. Also assist during meetings with clients.
Knowledge and Skills Requirements
To become a successful assistant operations manager, Able to take directions and follow them accordingly. A team player who has the potential to lead the team. Good communication skills, organizational skills, leadership and interpersonal skills, advanced computer skills, analytical skills and goal-oriented.
Working Conditions
Accompany the operations manager in meetings and seminars if he isn’t tasked to look after the company in behalf of the manager.
Company
: PROPERTY CENTRAL INC. (PHILIPPINES)
Position
: Property Consultant
Date
: October 2012- January 2014
· Source property inventories from property owners and real estate agents. 
· Source potential investors and establish/maintain a good work relationship. 
· Advice and discuss various opportunities of property services. 
· Attend to inquiries (of the following nature: leasing, sale, re-sale, property valuation, Dubai Property Tour…etc) professionally, to maintain a high standard of service, and to update the Sales Excel Sheet constantly. 
· Collect full details of property which includes photo shooting, arranging viewings, showing the property to potential tenants, etc... 
Company
: Resort World Manila (MAXIMS) 6 STAR HOTEL (PHILIPPINES)
Position
: (VIP Host/ VIP Services)
Date
: February 2010- July 2012
· Greet guests and patrons personally and on the telephone 
· Present menus and take orders and Offer appropriate seating arrangements 
· Ensure the quantity of menus is sufficient to cater to the number of guests 
· Maintain clean and organized tables and work area 
· Assist room service when and as needed 
· Set up accurate accounts for each guest upon check-in according to their requirements. 
· Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant 
· Verify and adjust billing for guests. Block rooms in the computer and identify designated requirements and requests. Communicate guest and employee messages by printing and arranging for delivery. Run and check daily reports/contingency lists. Identify and explain room features to guests. Supply guests with directions and property information. Answer, record, and process all guest calls, requests, questions, or concerns. Contact appropriate individual or department to resolve guest call, request, or problem. Follow up with guest regarding satisfaction with guest-related issues. Dispatch bell staff or valet staff as needed. Communicate parking procedures to guests/visitors. 
· Maintain confidentiality of proprietary information; protect company assets. Welcome and acknowledge all guests according to company standards; anticipate and address guests' service needs; assist individuals with disabilities; thank guests with genuine appreciation. Speak with others using clear and professional language; answer telephones using appropriate etiquette. Develop and maintain positive working relationships with others. 
Company
: CJ Call n Talk Phone English Center (PHILIPPINES)
Position
: English Teacher cum Human Resources Manager.
Date
: April 08, 2009- July 08, 2009
· Maintains the work structure by updating job requirements and job descriptions for all positions. 
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes. 
· Prepares employees for assignments by establishing and conducting orientation and training programs. 
· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors. 
EDUCATION ATTATINMENT:
College: Bachelor of Science in Psychology 2000-2004
Secondary: Holy Child Academy
1995-April1999
Elementary: North Central School
1989-March1995
Personal Information
Date of Birth
: May 08, 1983
Nationality
: Filipino
Civil Status
: Single
Religion
: Catholic
Language
: FLUENT IN ENGLISH AMERICAN AND BRITISH ACCENT TRAINED
Other Language: BASIC WORDS OF ARABIC AND HINDU
Visa Status
: EMPLOYMENT VISA
-CHARACTER REFERENCE WILL BE AVAILABLE UPON REQUEST-
