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Dear Sir / Madam,

It is with great interest that I am forwarding my application for your consideration.

My Curriculum Vitae is enclosed to provide you with details of my skills and accomplishments, but I am certain that a personal interview would more fully reveal my desire and ability to contribute to your organization. 
Thank you for your time and consideration, and do not hesitate to contact me if you have any questions.

I look forward to speaking with you soon.

Thank You & Best Regards,
CURRICULUM VITAE OF 

PERSONAL INFORMATION:

	
	
	

	
	
	

	
	
	

	Birthdate:
	28th of May, 1979
	

	Nationality:
	Philippines
	

	
	
	

	Marital Status:
	Married
	

	No. of Dependents:
	2
	

	
	
	

	
	
	


CAREER OBJECTIVE:
To work together effectively for organizations and implement my knowledge, trainings, and relevant skills in the process to enhance my job experience, and build up my career. To go beyond expectations, satisfy our internal and external customers, apply our motto and achieve the mission assigned to me. In order to keep organization the best and recognized organization among any other Competitors what so ever was their capability.


PERSONAL QUALIFICATION:
· Honest, friendly, hard working and dedicated to work.

· Self motivated to initiate and complete the tasks with minimal supervision.

· Willingness to continuously acquire new competencies and accept new challenges.

· Can work under pressure and independently.


EDUCATIONAL BACKGROUND:

COLLEGIATE
Undergraduate in BS Psychology 





San Sebastian College – Recolletos





CM Recto Avenue, Manila – PHILIPPINES


SECONDARY
Roosevelt Memorial High School Batch '96





N.Domingo St., San Juan, Manila – PHILIPPINES


PRIMARY

Jose Rizal College Batch '92





Mandaluyong City – PHILIPPINES


TRAINING & SEMINARS:

	April, 2001
	On-the-job Training in Housekeeping

Corporate Executive Orient Suite

Makati City, PHILIPPINES

	
	

	January, 2001
	Hotel & Restaurant Services

CSM Management Services and Consultancy

Manila, PHILIPPINES

	
	

	August, 1997
	Basic Course in Microsoft Office ‘97

Pamana Community Computer Center

Manila, PHILIPPINES




PROFESSIONAL EXPERIENCE: (UAE – 3 years & more) 
	December, 2015

up to

present
	BLAZE TRADING LLC

Bur Dubai, Dubai – UAE

Job Role: Telephone Operator cum Receptionist
Work Description:

· Attending incoming calls, taking phone messages and inquiries.

· Transferring calls to designated person / department.

· Making outgoing calls when necessary.

· Organizing meeting schedules to avoid waiting time for the clients.

· Assisting and serving the clients some drinks while waiting to be attended by the company representative.

· Assisting the office boy when necessary.

· Photocopying, sending / receiving fax, and printing.

· Drafting business letter when necessary.
· Sending / receiving couriers, deliveries, and cheque collection.

· Maintaining record of client's contact details thru Outlook and database.
· Maintaining reception area and conference room presentable and well organize.

	
	

	March, 2011

to

August, 2011

(5 mos.)
	DIGITAL DISPLAYS & DEVICES FZE
Ajman Free Zone – UAE
Job Role: (Temp)Administrator cum Secretary
Work Description:
· Administrative works such as Quotations, LPOs, inquiries, attending incoming calls, making outgoing calls (if necessary), checking and sending emails, setting appointments & meetings, making reports for the daily updates on site, and updating database.

· Accounting works such as due payments for utility bills, handling petty cash, Performa & Commercial Invoices, delivery notes, reviewing & issuing reimbursements, delivery notes, receipts, issuing cash / cheque payments to the suppliers, and issuing employees salary cheques.

· Monitoring inventories, organizing and requisition of materials.

· Take charge of organization, maintenance and disposition of files of records, correspondence and other official and confidential data.

· Corresponds to Executive Director, Admin Manager, Site Manager, Site Supervisor and the rest of on-site employees.

· Coordinate with personnel in Dubai & Abu Dhabi clients and suppliers.

	
	

	October, 2010

to

March, 2011

(5 mos.)
	AL TAYER GROUP LLC
Al Garhoud, Deira, Dubai – UAE
Job Role: (Temp) Assistant Leasing Administrator
Work Description:
· Organize / maintains all sort of documents from its perspective folders and safes.

· Tracking documents which have been taken from the safe and which are handed over.

· Checking emails, making updates / follow-ups.

· Setting appointments / meetings and sending invitations thru Outlook Calendar.

· Circulates the documents which need to be reviewed, initialed, or signed by the respective personnel / department.

· Updating database.

· Photocopying, sending fax, printing and binding presentations if necessary.

· Checking & sending couriers when needed.

· Attending calls and making outgoing calls when necessary.

	
	

	September, 2007

to

September, 2009

(2 years)
	BRIGHT RING GENERAL TRADING COMPANY LLC
Al Maktoum Road, Deira, Dubai – UAE
Job Role: Receptionist cum Personal Secretary
Work Description:
· Attending incoming calls and making outgoing calls if necessary.

· Composing business letters.

· Checking and sending emails and fax.

· Organizing documents to its necessary folders.

· Reminding the authorized personnel for the due dates of the office’s utility bills, MD’s credit card and other payments.

· Going to banks for payments, cash/cheque deposits, and some documents/statements.

· Attending meetings with the Managing Director.



PROFESSIONAL EXPERIENCE: (PHILIPPINES - 4 years & 4 mos.)

	May, 2001
to

June, 2002

(1 year & 1 mo.)
	CSM MANAGEMENT AND CONSULTANCY
Manila, PHILIPPINES

Job Role: HR Administrator
 Hotel Housekeeping Department

Work Description:

· Register enrollees for courses offered.
· Assign students for OJT sites.

· Monitors attendance within the premises and on site.
· Attending incoming calls and making outgoing calls if necessary.

· Composing business letters, invitations and online ads.

· Checking and sending emails and fax.

· Monitoring inventories, organizing and requisition of materials.

· Take charge of organization, maintenance and disposition of files of records, correspondence and other official and confidential data.


	September, 1997
to

December, 2000

(3 years & 3 mos.)
	RACKS RESTAURANT AND BAR
Manila, PHILIPPINES
Job Role: Cashier / Service Crew
Work Description:
· Great and make guests feel comfortable.

· Learn menu items and be able to describe them appropriately to guests.

· Check-in with guests to ensure that everything is going well.

· Deliver guest’s bill and thank them for dining at the restaurant.

· Handles cash registry / POS

· Work with other servers and be a team player.

	
	



DESIRED COMPANY OFFER:
	Target Job Location:
	Abu Dhabi, Dubai, Ajman, Sharjah or Umm al Quwain

	Target Industry:
	Clerical and Administrative, Secretarial, Customer Service, Receptionist, HR, Cashier

	Employment Type:
	Temporary / Permanent Employee

	Employment Status:
	Full time / Contractual

	
	



SKILLS:
	Written
	Skill Level
	Years of Experience
	Last Used

	English
	Excellent
	25 years +
	1 month or less

	Microsoft Word
	Excellent
	15 years +
	1 month or less

	Microsoft Excel
	Excellent
	15 years +
	1 month or less

	Microsoft Outlook
	Excellent
	15 years +
	3 months or less

	
	
	
	

	Oral
	Skill Level
	Years of Experience
	Last Used

	English
	Excellent
	25 years +
	1 month or less

	Tagalog (Mother Language)
	Excellent
	30 years +
	1 month or less



