RHEA
CAREER OBJECTIVE:
Seeking for Administration/Secretarial/P.A/Front Desk job in a corporate company with an organization of repute that will give me scope to enhance my existing knowledge and skills in accordance with the latest trends and to be a part of a company and work dynamically towards the growth of the organization and gain satisfaction and recognition thereof.

Company 

: 
SUNCITY PROPERTIES

Position

: 
Secretary-PA/Admin cum Sales
Duration 

:
January 2009 to present
DUTIES AND RESPONSIBILITIES
Secretary/PA

a. Reports directly to the  Managing Director of the Company
b. Responsible for handling queries, incoming and outgoing calls, faxes and emails.

c. Arranging the meeting of the Managing Director/Owner ( Board Member Meeting)
· DUBAL, EMAL, DEWA

d. Responsible hotel bookings and air ticket reservation for the managing director.
Admin/Sales Executive 

e. Process the lease application and prepare lease agreements

f. Sourcing and qualify prospective tenants 
g. Handles Lease for the Flat/Sales

h. Site inspection of managed properties, owners property
i. Administers all tenant and property owner feedback

j. Dealing with the collection of security deposit, rent and all other fees related to the tenants movement

k. Supervision of maintenance, technicians and suppliers

l. Maintains the stock inventory

m. Handles the maintenance payment ledger for payment.

n. Coordinate in purchasing office supplies and purchase the office supplies and maintenance supplies during the maintenance of the flat.
o. Handles the complains of tenant/any legal complains of the tenant- RERA
p. Maintain and distribute the staff weekly schedule.

q. Coordinate and maintain the office records, tenants files  and other office related document
Company

:
ABD OVERSEAS MANPOWER CORPORATION

Position

:
Assistant HR

Duration

:
January 2008 to January 2009

DUTIES AND RESPONSIBILITIES
a. Sourcing the qualified applicants

b. Doing interview with the applicants

c. Responsible for the preparation of applicant files and records

d. Responsible with the applicants inquiries

e. Taking over as HR when Head HR 
f. Handles the employee’s files.

g. Handles the computation of the commission of each employees.

Company

:
PHILIPPINE AIRLINES
Position

:
On the Job Training

Duration

:  
November 2006 to March 2007

DUTIES AND RESPONSIBLITIES

a. Handles the passenger check in baggage.
b. Handles the issuance of ticket

c. Assisting the passenger regarding their inquiry
Company

:
BUSINESS INN HOTEL

POSITION

:
Receptionist/F and B Department

Duration

:
June 2006- Dec-2007
DUTIIES AND RESPONSIBILITY

a. Assisting the guest in the check in counter

b. Assigning the guest there room accommodation

c. Handles the complain of the guest 

d. Doing the stock inventory of the hotel

e. Assisting if there are hotel functions such as birthday, wedding, and seminars in the hotel.

EDUCATIONAL BACKGROUND:

College




Course


:
Bachelor of Hospitality Management


School


:
University of St. LaSalle Bacolod, Philippines


Date Graduated
:
March 26, 2007
High School


School


:
Valencia Baptist Christian Academy

Elementary





School


:
Valencia Baptist Christian Academy
PERSONAL DATA
Age


:
29 years old

Sex


: 
Female

Height


:
5’4

Nationality

:
Filipino

Birth date

:
November 12 1985

Marital Status

:
Single 
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