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KATHLEEN 
Visa Status: Transferable
Objective: Seeking a rewarding & challenging job in which I can utilize my skills and knowledge.
Skills:
· Excellent communication and writing skills.
· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Outlook and Internet.
· Able to work as a communicator.
· Excellent problem solving skills.
· Excellent ability to answer and correspond by email or letter.
Educational Details:
New Era University
Bachelor of Science in Business Administration Major in Marketing, March 2014
Career History:
Abu Dhabi
Assistant Accounting Clerk- Traffic Fine Section
( December 2015- March 31,2016)
· Performs accounting and clerical functions to support the supervisor.
· Record key daily worksheets to the general ledger system.
· Monitoring and record the receipts and payments on hand and through emails.
· Follow up the receipts to the rental agents in charge by station.
· Check paid and unpaid from the system.
· Post and match the payments and receipts on hand.
· Send monthly outstanding report to the managers.
SRL International Manpower Services
HR Officer (September 17, 2014- December 31, 2014)
· Initiate sourcing and screening of qualified candidates for Employer’s Manpower Request
· Interview candidates
· Communicate with Employers through correspondence, Skype and telephone.
· Do briefing on candidates for deployment
· Prepares necessary documents for visa processing and deployment
· Update payment and outstanding balances of Employers
· Do follow ups on Employers regarding their balances
· Do other task as assigned by General Manager
Vista Hotel CubaounderAmb. ALC Holdings & Management
Front Desk Clerk  (June 2011- September 2013)
· Greet guests and patrons as they arrive
• Ask if guests have a prior booking
• Manage the registration process
• Ask for identification and ensure that the provided credentials are accurate
• Handle guest check-ins and check-outs appropriately
• Operate hotel switchboard, take calls and provide information and transfer calls
• Manage accurate accounting of all rooms
• Provide guests with room keys and call for bellboys
• Take reservations over the telephone, through emails and in person
• Answer queries regarding the hotel’s services, charges, dining facilities, sports facilities and travel directions
• Refer guests to appropriate departments to resolve complaints or provide suggestions
• Compute bills and take payments
• Provide guests with directions around the hotel
• Contact housekeeping and maintenance departments when a problem is reported
• Explain appropriate use of keys and ensure that guests are satisfied with the rooms allotted to them
• Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift.
Amb. ALC Holdings & Management
Account Executive (April – June 2011)
· Sells consultatively and makes recommendations to prospects and clients of the various
solutions the company offers for their accounts receivables issues.
· Provide prospect/customer with price quotations and insure there is a full understanding of the parameters regarding such programs.
· Develops a database of qualified leads through referrals, telephone canvassing, direct mail,email, and networking.
· Assists in the implementation of company marketing plans as needed
· Researches trends and developments of primary industry(s) through the use of related     
publications, internet and training sessions to maintain and grow current knowledge base.
· Maintain contact with all clients to ensure high levels of client satisfaction. Receives and  resolves customer complaints and problems in a timely manner
· Understands and supports\ sales policies and procedures to provide proper and effective treatment to all customers.
· Maintains accurate records of all sales and prospecting activities including sales calls,    
presentations, closed sales, and follow-up activities
· Participates and contributes to the development of educational programs offered to clients prospects
· Performs other related duties as assigned.
Vallejo and Benitez Law Offices
Legal Secretary ( October 2009 – April  2011)
· Keeping records up to date 
· Typing up legal documents 
· Answering the phone 
· Organizing diaries 
· Preparing court forms 
· Attending court 
· Performing legal research 
· Making appointments with client
Personal Information:
Age: 

25 years old
Birthday:
March 04, 1991
Civil Status:
Married
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