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Curriculum Vitaeof
ROSEMARIE 
Visa Status:Husband Visa  

Objective:
Seeking to find a position in a development-oriented company that allows me to use my talents to fulfill the needs of membersand clients and begin a career with potential for long-termadvancement.
QualificationSummary:
· Competent and reliable professional, committed to top quality work

· Versatile and multi-skilled person

· Resourceful in solving problems and maximizing resources

· Enthusiastic, dependable, self-motivated
· Quick learner, Work well under pressure as part of a team

· Well-groomed appearance

· Polite, respectful, and courteous manners

· Responsible, efficient, and flexible

· Ability to work in a fast-paced, intense environment smoothly
EducationalAttainment:
Education 

      :
      Bachelor of Science in Hotel and Restaurant Management
College
:
Centro Escolar University 

Year
:
2001
TechnicalSkills:
Microsoft Office 2007
:
Microsoft Word, Excel,PowerPoint 
OperatingSystem
:
Win98/NT/ME/XP/VISTA/Windows/ Maximo 
Internet /Email
:
Microsoft Outlook, Internet Explorer, Firefox, Google Chrome, Safari,Netscape
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Skills:
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Proficient organizational skills with an ability to prioritize a varied workload to achievedeadlines. Self discipline and high level of personalintegrity
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High level inter-personal skills and ability to interact with senior members ofmanagement Attention to detail, excellent organizational skills and discretion with confidentialinformation High level of computerliteracy
Strong command of the English language both written andspoken. Very good typingskills.
Detailed ProfessionalExperience:
CompanyName
:


Nature ofBusiness
:
Facilities Management 

Position
:
Administrator
Country
:
AbuDhabi,UnitedArabEmirates
Duration
:
December 2013- October 10, 2015
ProjectExperience
	ProjectName
	Position
	Company

	TDIC – DLP andSnagging Department
	Administrator
	Morganti GroupInc.

	Saadiyat Beach Residence &Villas
	Administrator
	Morganti GroupInc.

	Shk Zayed GrandMosque
	Administrator
	Morganti GroupInc.

	  Saraya Project 
	Document Controller
	Morganti Group Inc.


Duties &Responsibilities:
· Managinga front office dealingwithface-to-face, telephone&e-mail enquiries.

· Photocopying,filing,scanningandcarrying outanyotheradministrationdutiesasand whenrequired.
· Investigatingandresolvinginvoicequeries.

· Dealing withqueriesbothinternallyandexternally.
· Establishing stationary requirements for the Office and prepare a list for authorization by the Manager.
· Receivingthepost,sortingitoutandthenpassingitontothecorrectrecipients.

· Coordinating and scheduling between clients and contractor in resolving day-to-day issues in the apartment and villas.
· Competently typing all standard letters and terms of business to a high quality. 
· Attend meetings and take meeting minutes accurately. 
CompanyName
:
Arabian Gourmet LLC
Nature ofBusiness
:
Food Industry
Position
:
Office Administrator/ Receptionist/ Secretary
Country
:
AbuDhabi,UnitedArabEmirates
Duration
:
April 2011 – November 2011
Duties &Responsibilities:
· Answering phone calls.

· Receive visitors coming to the company.
· Prepare boards of directors meeting agenda with General Manager. 
CompanyName
   :
Marafeq Facilities Management (Head Office)
Nature ofBusiness
:
Facilities Management 

Position
:
Office Administrator/ Receptionist/ Secretary
Country
:
AbuDhabi,UnitedArabEmirates
Duration
:
December 2008 – June 2011
Duties &Responsibilities:
· Documents details of telephone conversation and actions taken. Completes transactions, records of complaints and actions taken, comments using internal PC systems.

· Perform routine clerical and administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic files, or providing information to callers.

· Answer inquiries and obtain information for general public customers, visitors, and other interested parties. 

· Collaborate with departmental coordinators on weekly postings for master reports to facilitate the accurate and timely writing, editing, and preparation of final copy from draft to distribution.
· Coordinate and maintain daily attendance and annual vacation records on employees.

· Manage staff airline tickets
CompanyName
   :
Interactive Technology Solutions 

Nature ofBusiness
   :
Call Center 

Position
:
Call Center Agent
Country
:
Philippines
Duration
:
September 2006 - November 2008
Duties &Responsibilities:
· Responds to telephone inquiries about the company's products or services following standard scripts and procedures. 

· Investigates customer’s complaints and resolve the problems.

· Receiving and transmitting a large volume of requests by telephone
CompanyName
   :
Heart Aid Philippines International Inc.

Position
:
Secretary
Country
:
Philippines
Duration

:
July 2004 - November 2005

Duties &Responsibilities:
· Keep a record of appointments and see to it that each one is conducted on time.

· maintain proper files, both for important paper documents as well as for the electronic ones
· Communicate with staff members as well as clients.
· Make a detailed note of the proceedings of the entire meeting
· Support and assist the managers as well as the directors of the company with their work.
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