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PERSONAL DATA
Age: 

27
Date of Birth: 

Jul 21, 1988

Gender: 

Female

Civil Status: 

Single

Nationality: 

Filipino

Permanent Address: 

Tagaytay City,Philippines 4120

WORK EXPERIENCE
I have been working for 7 year(s).

Ejadah Asset Management Group:
1.

Position: 

HR Admin Team Member
Duration: 

June 2014 – September 10 2015
Company: 

Ejadah Asset Management Group

Company Industry: 

Community Management and Solutions Company
Location 

Knowledge Village Office Park Building Block B.6th Floor.
Department: 

HR -Head Office

Job Description: 

Provides full administrative support to HR officers support services in order to ensure efficiency and effectiveness within the office.

Main Activities. Works on providing all the Company ID's thru Card exchange system for company sites, renewal, and make necessary changes or updates. 

· Maintains the general filling System and file correspondence. In charge of the in - out process of over 12,000 employee personal files.
· Provides and track all request for process of all Personal employee’s file  

· Keep Confidentiality on all sensitive cases and documents

· Checks and monitors Recruitment Checklist (New Joiners) and Exit Checklist (Ex-Employees) if signed and complete.

· Monitors the availability of all the important things used in the transactions in the office such as letterheads, company envelopes, recruitment supplies like folders,dividers,HR Supplies, ID card cartridges plain white ID's.etc.

· Responds to all requests regarding passports visas, and other personal documents for both internal and external use.

· Assists the Senior Administrator in the projects given by the Higher Management.

· Carrying out background and reference checks on prospective employees.
· Receives and process business cards requests

· Provides & monitors new joiner’s details to marketing dept. for Monthly Announcement.

· Screening phone calls, emails, letters and personal visits.
· Prepares Work Completion Report (WCR) – for company suppliers and dnata Ticket invoices.

· Participates in the cash preparation of new joiners non ATM Holders.

· Submits all the new joiners’ files to payroll to update, keep all request ready as per demand.

· Payroll's passports & visa to be stamp for banking purposes
2.

Company: 

Ejadah Asset Management Group
Company Industry: 

Community Management and Solutions Company
Location 

Dubai 

Site: 
Duration:                   
Atlantis Hotel the Palm Jumeirah
Mar 2013 – December 25,2014

Information Officer 
Job Description: 

· Give out Directions and welcomes guests 

· Good working knowledge of current and upcoming events.
· Uphold strong customer service standards for, greetings, phone calls, and expedient customer response.

· Responsible for the safe keeping of the valuable and non valuable lost items encode received items to their respective locations in the system ,update and follow up items for pick up 
· Deal with customer service to the guest, handling guest reports, answering phone calls & emails, filing and updating cases.
3.

Company: 

Namsong Golf Resort Corporation

Company Industry: 

Location:                     

Hotel Resort/ Hospitality

Philippines

Duration:                   
April 2010-October 2012
Department: 

Office Department

Job Description: 
Front Desk Officer
Marketing Assistant
· Responsible for meeting and greeting visitors at all levels of seniority answering inquiries and handling reservation requests of hotel customers.
· Maintain a record of occupied and available hotel rooms in a computer file as reservation guide. 
· Transfer customers to the bellboys to assist them with their luggage and show them their designated rooms.
· Devising and maintaining office systems, including data management and filing
· Travelling with the manager to take notes or dictation at meetings or to provide general assistance
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager
· Assists the Senior Marketing Officer in conceptualizing and creating effective marketing
strategies to boost the sales and popularity of the Resort or service, create a market research to determine effective strategy and plans to apply.

· Liaising with clients to ascertain their precise event requirements
· Producing detailed proposals for events (e.g. timelines, venues, suppliers, legal, obligations staffing & budgets.
(     Securing and booking a suitable venue or location

(     Coordinating venue management,caterers, stand designers, contractors & equipment hire.

(     Liaising with marketing and colleagues to promote the Resort for events

(     Liaising with clients and designers to create a brand for the event and organising posters,       catalogues and sales brochures
(     Overseeing the dismantling and removal of the event and clearing the venue efficiently.

EDUCATION
 

                                  MCTC Educational Institute
                                      Basic & Advanced Excel
                                 Dubai – United Arab Emirates
                                  City College of Tagaytay
                             Hospitality Management & Tourism
Recognition Received:Certificate of Recognition for Entrepreneur and Business Planning
                                International School of HRM
                      National Certificate II Front Office Services
                                  Citizen Army Training I
                            Carlos S.Batino Memorial School
TECHNICAL SKILLS
kardex Retriever

Advanced  Electronic device for Document handling and massive file storage / organizer.

Card Exchange

 Advanced

Works for a large production of company   Identifications ID
Outlook express

 Advanced

External /internal communications
Personal Skills

· Ability to prioritize workload in any settings
· Can function in a fast paced environment

· Comfortable in being the ‘go’ to person in the company

· Thinking Laterally to create options and solutions

· Positive “can do” attitude towards work

TRAININGS/SEMINARS & CERTIFICATIONS
Date
June 09, 2015  

Topic/Course Title
QHSE Training

International Media production zone (IMPZ) Ejadah Training Academy, Emirates Road
Feb 9, 2015- Feb 9, 2015 

145 Customer Service Training
Ms.Jackie Smih
International media production zone (IMPZ) Ejadah Training Academy , Emirates Road 

June 18, 2012
Cavite Association of Hotels and Resorts,
Oath taking ceremony.
Department of Tourism
Tourism Office,Trece Martires Cavite
 

Apr 5, 2011
Leadership Seminar

Tagaytay City ,Phillipines

Jun 29, 2009

Leadership Training and Seminar
Tagaytay City, Phillipines


Jul 8, 2008 

Character Formation Seminar
Tagaytay City,Phillipines

Dec 14, 2007 

Food and Beverage Seminar
Tagaytay City, Phillipines

Oct 26, 2007 

Hands on activity at Subic Bay Freeport Zone
Subic Bay Freeport Zone, Phillipines

Oct 26, 2006 
August 9,2006                           
Oct 27, 1999
Basic Tour Guiding & Resort Familiarization
Villa Escudero
San Pablo Laguna 
Micros Fidelio Seminar 

Days hotel,Phillipines
Ken Monyaki
Cultural Arts Development Society of Cavite
Silang Cavite, Phillipines
LANGUAGES SPOKEN
Language
Proficiency Level
(5=Excellent; 1=Poor)

1.

English

5

AVAILABLE DOCUMENTS
Passport
Number:

EB5626306
Place of Issue:

DFA Manila,Phillipines




	
	

	
	


I hereby Certify that the Above Information are true and Correct in the best of Knowledge.

