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OBJECTIVE
To pursue a career that leads to new learning experiences and further enhance my abilities and skills that rewards loyalty, hard work, dependability and positive results in the team environment, and to prove my very best to contribute my humble knowledge and potential for the benefit of the company.
WORK EXPERIENCED
Executive Secretary   16-October 2013 – May 2015 Al Hakeem Group of Companies
Secretary
Reports directly to the Managing Director all confidential records, streamline routine activities: meetings, appointments, reports, planning, and other information. Review and summarize miscellaneous reports and documents, maintenance of library and classifications of filing new items, independently respond to letters and general correspondence of a routine nature, responding to staff request for administrative support as need.
	Hotel Reservation in-charged
	

	Sales / Reservation
	2011- 2013 Ramee Guestline Hotel Apartment 3 (Al Barsha )

	Hotel Receptionist
	2007 – 2010
	Inland Hotel, Libertad Butuan City

	Telephone Operator
	2006 – 2007
	Imperial Hotel, San Francisco St.

	Butuan City
	
	

	Jollibee service crew
	2005 – 2006
	Gaisano Mall Butuan City


JOB DESCRIPTION:
Sales / Reservation/ Receptionist
Responsible for determining direction and action of incoming mails and all incoming correspondence, greeting customers, answering telephone, directing customers to appropriate staff member and answering questions, maintaining and organizing files and records, resolving customer service complaints, maintaining good hygiene in your area and surroundings, making sure to smile and make the customer comfortable, and knowing customer needs.
Main Job Tasks and Responsibilities
· Checking and replying emails 
· Plan & schedule meetings and appointments 
· Answer telephone, screen and direct calls 
· Take and relay messages 
· Provide information to callers 
· Greet persons entering organization 
· Direct persons to correct destination 
· Deal with queries from the public and customers 
· Ensures knowledge of staff movements in and out of organization 
· Prepare letters and documents 
· Receive and sort mail and deliveries 
· Maintain appointment diary either manually or electronically 
· Maintains reports and records, such as recommendation for solution of administrative problems, applications, reports, and administrative orders. Maintains arranges and files for easy retrieves, storage or reproduce records, documents and reports. 
· Assigns, reviews, tracks, and prepares correspondence assignments. 
· Prepares and reviews agenda materials. 
· Maintains various databases. 
· Understands and translates administrative and operating procedures and policies. 
· Reads and responds to correspondence. 
Special Skills:
· Able to handle incoming, outgoing calls. 
· Excellent ability to response to enquiries through phone calls. 
· Excellent communication and writing skills. 
· Able to take and communicate telephone messages as necessary. 
· Ability to sort and distribute incoming mails and faxes. 
· Ability to work under pressure and independently. 
· Responsible for other duties as assigned. 
· Ready to face challenges 
· Sincere, dynamic and hard-working. 
· Ability to interact with all kinds of people. 
PERSONAL PROFILE:
Nationality:
Filipino
Place of Birth:
Butuan City, Philippines
Civil Status:
Single
Religion:
Assembly of God
Gender:
Female
Weight:
48
Height:
5’4
EDUCATIONAL ATTAINTMENT
College / Level: Father Saturnino Urios University – Bachelor of Science Hotel & Restaurant Management – 2004-2008
High School Graduate: South Western University (Cebu) - 2000 - 2004
I hereby declare that the information above is true to the best of my knowledge.
Thank you very much,
