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          JACKIELOU 
CAREER OBJECTIVE:


To attain a position that would enhance my experience and knowledge.  To have opportunity that would challenge me to strive for excellence and contribute to your success.

EMPLOYMENT RECORDS

EXECUTIVE SECRETARY

Fujairah, United Arab Emirates

Dec 23,2014 to June 20, 2016
JOB DESCRIPTION

· Responsible to arrange conference calls and schedule meeting. 
· Responsible to perform clerical duties.

· Receiving and screening visitors and incoming calls, determining the priority matters, and providing alert messages to the executive or administrator accordingly.
.

TICKETING CONTROLLER/CREWING/ SECRETARY (Technical Mgr.)
Ionian Shipping Management
Fujairah, United Arab Emirates

August 20, 2013 – September 30 2014
JOB DESCRIPTION

· Handle all crew sign on and sign off.

· To be aware off flight arrangements for crew signing on and off.

· Responsible of finding cheaper flight 
· Responsible of making Monthly Summary Report for invoicing.

· Handle all Vessel and Tugboat Requisition.

· Maintain department files (hard copy or digital), technical manuals, equipment specifications.

· Operate a computer to input, retrieve, verify a variety of data, or create reports.

EXECUTIVE LOUNGE HOSTESS/WAITRESS
Siji Hotel 
Fujairah, United Arab Emirates
June 11, 2009 – August 10, 2013
JOB DESCRIPTION
· Greet guests and seat them at tables or in waiting areas.
· Answer telephone calls and respond to inquiries or transfer calls.
· Provide guests with menus.

· Receive and record patrons' dining reservations.

· Prepare staff work schedules.

· Perform marketing and advertising service

HOSTESS/WAITRESS

Hilton Hotel 

Ras Al Khaimah, United Arab Emirates

May 22, 2006 – June 20, 2008

JOB DESCRIPTION

· Greet guests and seat them at tables or in waiting areas.

· Answer telephone calls and respond to inquiries or transfer calls.
· Provide guests with menus.

· Receive and record patrons' dining reservations.

· Prepare staff work schedules.

· Perform marketing and advertising service

EDUCATION
2001-2005
BACHELOR OF SCIENCE IN HOTEL AND RESTAURANT MANAGEMENT
OUR LADY OF FATIMA UNIVERSITY PHILLIPINES
PERSONAL PROFILE

CITIZENSHIP    : Filipino

CIVILSTATUS   : Single
BIRTHDATE      : May 21, 1981
RELIGION         : Roman Catholic

DIALECTS         : Filipino and English

I hereby certify that the above mentioned details are true and correct for the best of my knowledge.

_______________________

   Applicant Signature
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