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Rubilyn  

Sarah new Name

ABU DHABI .UAE
E-mail Add:  rubilyn.263419@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Objective:To secure a position to dynamic growing and challenging organization where my work qualification and experience could be utilized, and where my career and future advancement is being offered.
Position Applied for: 
PERSONAL DATA       
Date of Birth: November 19, 1983Nationality:  Filipino                             Civil Status: Single Parent
Place of Birth:Manikikapalong Davao              Gender :        Female                            Religion :      Converted in Muslim  
Language Spoken: English , Filipino (Basic Arabic)    Height :          5’3                                  Wieght:         21lbs

Special Skills:          Artist, Computer Literate.

EUCATIONAL BACKGROUND 
Tertiary:       Institute of Marikina Science and Technology                 Course:Business  ofAdministration Assistant


Institute of Marikina Science and Technology
Course: Institute of Science and Technology
Secondary:Quirino High School

TRAININGS AND SIMINARS

Pre-License Training Course         Tammarraw  Training Centre         Cubao Quezon City         March 9, 2005

Philippines  Skills  Capability  Building
MSDS / HSE / TBT                                                                                           April 18, 2000
WORK EXPERIENCE
Company:Abu Dhabi National Hotel Compass.



DateJuly2013 - up to Present
Position:Adec Hospitality & Soft Services Supervisor    

· Ensuring that all work carried out according to the standards.

· Ensuring that all facilities associated with the equipment’s, operations equipment etc. is well maintained to the highest standards of cleanliness.

· Ensuring that all the chemicals are handled accordingly to the MSDSprovided and necessary PPE is use accordingly.
· To participate in ongoing job training as determined by this superior.

· Ensuring that the client and comment assets are handled in manner which prevents any cost of loss and damage.

· Keeping   maintenance smoothly and efficiently. Promoting   teamwork. Maintainingdiscipline. Maintaining high morale operations   running getting the right person on the job at the right time.
· Maintaining the quality and quantity of work. Checking and inspecting jobs and personnel. Preventing accidents and controlling  hazard sand hazardous material. Using and storing materials economically. Maintaining  good  housekeeping  on  the  job
· Keeping records and preparing reports. Planning and scheduling work. Training personnel. Procuring supplies and equipment to perform the work. Inspecting, caring for, and preserving equipment. Giving orders and directions. Maintaining liaison with otherunits, departments, and divisions.
Company:Abu Dhabi National Hotel



DateFebruary 19,2012 –July 2015
Position:     Cash Desk Secretary& Coordinator       



Dept.    General Purchasing DEPT.
Duties and Responsibilities
· Making material request 

· The entire received invoices should be posted after checking.

· Scheduling data transfer

· Making weekly report and creating new ideas on how to market the product.




· Warehouse stock should be received at a regular time depending on the schedule agreed by the shop.

· Checking for all the important document (Out of Stock, Shrinkage, POS, Section price Range plan.. etch..)

· Should be the merchandising is done as per the range plan.
Company: Home Centre LLC Sharjah





Date: June 25, 2010 – Jan 09,2012
Position:     Customer Relation Assistant




Dept:   Household & Furniture
Duties and Responsibilities
· Provide the needs and want of the customer then keep them to coming back.

· Handling promptly all the telephone outgoing call.

· Making Credit Note for costumer exchange and return products.

· Making announcement for every promotion by way of paging.

· Provide administrative support to both side staff and manager.

· Handling clients relation and ensure customer satisfaction.
· Maintain First Aid Box for the staff and costumer.

· Keeping all promotional items (free gift).

· Follow up on call all the customer collection.
· Making gift wrapping. 
Company: GTVL.  Manufacture Industries

Date: April 15, 2008 – Dec. 31, 2002

Position:   SalesCoordinator  Assistant





Dept: Men’s & Ladies Wear

Duties and Responsibilities

· Responsible for checking the size, all deliveries from the warehouse to selling area.

· Checking all materials need to clean and dry before display.

· Purchasing all the orders of the customers.

· Making sales report every week refers to sales.

· Replenish the stock.

· Perform merchandising and monitoring of product.
Company: Lady Grace Co. INC                                               



Date: Feb 14, 2007- April 15, 2008

Position:Sales  Supervisor  Assistant                                                              
Dept: Ladies Underwear

Duties and Responsibilities

· In charge in overall operation in the store.

· Ensure that the product is in proper display.

·  Assisting in the product lay out for display with individual pricing.
Company: Superstar Security Agency INC.       




Date: July 2, 2005- Aug. 24 2006

Position:Receptionist 







Dept: Reception Main Entrance

Duties and Responsibilities

· Checking all the in and out employee

· Prepare daily report and submit to superior.

· Making report toward incidence.

· Attending telephone calls 
Company: National Bookstore                                                                      

Date: May 4, 2004- Oct. 6, 2004

Position: Customer Service Assistant                                                 


Dept: Office supplies

Duties and Responsibilities

· Responsible for sales check and collection.

· Purchasing all kinds of products.

· Follow up all orders of customer collection.
Qualifications
· Hard working detail oriented an able to multitask effectively.

· Good in verbal and writing communication.

· Have a positive working and fast learner.

· Can work under pressure.

· Strong believes that there is always space for improvement.

· Willing to work over time.

· Flexible and able to work with different types of people 
Transferable Visa : Expire Date: Feb. 02, 2022
WithDriving License and Car









RUBILYN 










Applicant
