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MARY 
OBJECTIVE:
  To secure a competitive position in a company where I can prove my skills and my expertise.  To be a part of an organization that values career growth and continuous learning and improvement of employees.
PROFILE SUMMARY:
Graduate of Business Administration, Major in Banking and Finance.
Outstanding administrative, receptionist and coordinator, offering extensive experience in management in daily operation. Expertise in managing, high profile & critical clients or customers and exceptional support to executives. Notable of proficiency and reliability.
TRAINING: PA/SECRETARIAL COURSE
AUGUST 4, 2013-SEPT. 8, 2013
WORK EXPERIENCES;
COMPANY NAME:
LABOUR SERVICES
DATE OF WORK:
MAY 2012-MAY 2016
POSITION:
FRONT DESK EXECUTIVE CUM ADMIN. ASSISTANT
DUTIES/RESPONSIBILITIES;
·   Manage multi-line phone system
·   Meet and greet visitors and  VIP' s and lead them to meeting rooms.

·   Assigning meeting rooms, prepare and supervise before the meetings occur
·   Provide administrative support to staff member across the fast-paced work environment.
· Manage the calendar of the VP of the company, arrange meetings conferences and             teleconferences.
·    Handle the VP’s expense claims

·    Handle flights and hotel bookings 

·    Coordinate with vendors and prepare Purchase orders

· Provide requirements for applications renewal or new applications for visas, health cards,
           passport for Boston Foods (Subway) employees a franchise of TASC.
·  Serves as coordinator for all Subway outlets for staff requests and other related concerns, Handle the ordering of Subway stores, kitchen wares and uniforms.
· 
Prepares and creates files for all  newly joined Subway employees.
·  Assist Recruitment for interviews, provide clearance or notification letter to building    management for every walk-in interview held.
·    Call the shortlisted candidates and provide all necessary information for their interview.
· 
Assigned to assist Account Department in sending all invoices to clients
· 
Manage and prioritize sales calls, conduct phone survey for leads, and follow up
· 
Send day end and month end sales leads report to Senior Sales Manager
· 
Monitor the office supplies and pantry supplies stocks and make the necessary orders
· 
Co-ordinates the repair and maintenance of office equipments
·    Arrange courier pick up, receiving mails and distribute and timely manner
·    Keep records, tracker & file and all related correspondence 
·  Assigned in keeping record for all employees birth dates, sending birthday e-cards and   managed the month end birthday celebration
·   Assigned to provide valet parking card for all VIP guests
·   Monitor cleanliness and orderliness in all work space
·   Ensure that reception runs smoothly and visitors are well taken care of applying all the time the  ‘no waiting policy”.
COMPANY NAME:
INTERCAT HOSPITALITY LLC
DUBAI, U.A.E.
DATE OF WORK:
OCTOBER 2007-MAY 2012
POSITION:
FRONT OFFICE RECEPTIONIST
DUTIES/RESPONSIBILITIES:
•
Manage and operates a telephone switchboard and connect to the right party.
•
Receiving and directing visitors
•
Taking messages when the receiving party is not available
•
Coordinate company meetings
•
 Perform other clerical duties but not limited to photocopying, faxing, mailing and               filing
•
Distribute received correspondence as to faxes, mails, e-mails and memos
•
Calling and scheduling candidates for interviews.
•
Arrange courier pick up of documents or materials to be sent to other locations, or offices domestic or international
•
Process expense claims or request from retail outlet of the company
•
Prepare gift vouchers of retail outlets of the company
•
Hand-over cheques to suppliers or vendors
•
Co-ordinate with the sales team regarding  catering inquiries
•
Checking and keeping updates of company email.
•
Submit sales leads report on daily and month-end basis
•
Provide definite information when asked without compromising the confidentiality and policy of the company
•
Provide administrative support to all department
•
Prepare time sheets
•
Any other task that may be assigned from time to time
COMPANY NAME:
NAGA REGENT HOTEL
DATE OF WORK:
JULY 1, 2005- APRIL 1, 2006
POSITION:
FRONT DESK RECEPTIONIST
DUTIES/RESPONSIBILITIES;
•
Knows thoroughly rooms reservation, such as present and future bookings and cancellation procedures

•
Keeps an update on room rates, packages, discounts, and how to handle each as well as how to relate it with other departments

•
Knows the room location and types and block arrival rooms practically

•
Facilitate guest registration and check out according to hotel standards

•
Notifies promptly housekeeping of all check ins, check outs, special requests and room arrangement

•
Report any unusual occurrence, VIP arrival and other work related matters to the hotel manager

•
Performs related tasks assigned from time to time by the management

COMPANY NAME:
LAND BANK OF THE PHILIPPINES
Quezon City, Philippines

DATE OF WORK:
MAY 3, 2004-NOVEMBER 3, 2004
POSITION:
Customer Service
PERSONAL DATA:
Provincial Address: Camagong, San Jose, Camarines Sur, Philippines

Birth Date: January 29, 1975
Birth Place: Camagong, San Jose, Camarines Sur, Philippines

Religion: The Church of Jesus Christ of Latter Day Saints (MORMONS) Height: 5’4”

Weight: 51 kgs

SKILLS: 
(ERP) ENTERPRISE RESOURCE PLANNING, EPBAX (ELECTRONIC PRIVATE BUSINESS AUTOMATIC EXCHANGE, OPERA RESERVATION SYSTEM, EXCEL, POWER POINT, MICROSOFT WORD, DRAWING
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