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RIZZA 
OFFICE CLERK & CASHIER
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PROFESSIONAL SUMMARY
· Exceptional ability to perform office clerical works and good knowledge of customer service standards and procedures. 
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PROFESSIONAL SUMMARY
Receptionist / Office Clerk
Dubai, U.A.E.
February 2012 up to December 2015
· Meeting and greeting clients. 
· Booking meetings. 
· Arranging couriers. 
· Keeping the reception area tidy. 
· Answering and forwarding phone calls. 
· Screening phone calls. 
· Sorting and distributing post. 
· Dealing with incoming correspondence and electronic mails using Outlook Express in particular identifying priority items of business for immediate attention, coordinates the flow of information internally. 
· Receiving and checking LC telexes from office branches in KSA. 
· Encoding received documents (Bill of Lading and other related documents) from the branch. 
· Monitoring the shipment’s arrival. 
VILLA RIVIERA HOTEL
Receptionist
Manila, PHILIPPINES
January 2008 up to September 2011
· Welcomes the guest(s) on their arrival. 
· Completing procedures of guests’ check-in and check-out. 
[image: image7.jpg]


[image: image8.jpg]


[image: image9.jpg]


[image: image10.jpg]




· [image: image11.jpg]


[image: image12.jpg]


[image: image13.jpg]


[image: image14.jpg]


[image: image15.jpg]


[image: image16.jpg]


Taking and relaying messages to the guests. 
· Dealing with special requests from guests. 
· Helping guests on their inquiries about what the hotel offers and the surrounding area. 
· Dealing with complaints or problems. 
· Dealing with bookings by phone, e-mail, letter, fax or in-person. 
MAYFAIR HOTEL
CASHIER
Dubai, U.A.E.
March 2004 – October 2006
· Taking Room Service orders. 
· Preparing orders and bill of the customers. 
· Preparing shift sales report at the end of duty. 
· Filing orders, receiving money, and carrying out suggestive selling while managing all cash issued and received during the shift. 

SKILLS

· Proficient in MS Office 
· Both team player and independent worker 
· Excellent command of both oral and written English 
· Can provide excellent customer service 

PERSONAL DETAILS
Date of Birth : 11 May 1980
Visa Status  : Visit Visa

EDUCATIONAL BACKGROUND
Bachelor of Science in Customs Administration
Emilio Aguinaldo College
Taft Avenue – Ermita, Manila
Character references will be furnished upon request.


RIZZA / CV NO: 1559700


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








