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KATRENE 
  Email: katrene.302288@2freemail.com 
Admin Assistant cum Receptionist with Experience

SKILLS & ABILITIES

· Knowledgeable to operate computer; MS Offices (Word, Excel, Internet Surfing)

· Ability to work under pressure with minimum supervision.

· Good in verbal and communication skills.

· Well organized and flexible. Good in Administrative / Clerical Work.

EDUCATIONAL BACKGROUND

BACHELOR OF SCIENCE IN HOTEL AND RESTAURANT MANAGEMENT

Bataan Peninsula State University



Balanga, Bataan Philippines

WORK EXPERIENCE PROFILE
TASAMEEM STX CONSTRUCTION CO. LLC-Head Office (March 2015 up to present)
 Hamdan Street. Abu Dhabi, UAE

	Jobs Handled
	FRONT DESK, ADMIN ASSISTANT, SECRETARY

	Functions
	Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

Arrange conferences, meetings, and travel reservations for office personnel.
Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.

Locate and attach appropriate files to incoming correspondence requiring replies.

Maintain scheduling and event calendars.

Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters.

Order and dispense supplies.

Conduct searches to find needed information, using such sources as the Internet.
Assisting the team during tendering.


AL WAHDA MALL-Management Office  (October 2011-March 04 2015)
Line Investments & Property (EMKE Group) 

	Jobs Handled
	FRONT DESK, ADMIN ASSISTANT

	Functions
	In charge of the overall document control process and internal procedures.

Work is mainly concerned in files, filing/reference according to their respective projects and categories.

R  Receiving/sending documents through fax and sending emails.

Attending Switchboard, handling phone calls.

Coordinate and Liase with the visitors or Mall Tenants regarding payments, Lease/Rental, Renewals & etc.

   Encoding contacts in our Data Base, update all contacts.

   Website updating ( promotions & Events )

 Handling Specialty Leasing such as dealing with the clients regading “space    rental” or “Events” and other information they needed inside the Mall.



SEMINARS/ TRAININGS ATTENDED

March 10, 2011

 Human Resource Management Seminar:

A Tool for an Organizational Excellence and Effectiveness




BPSU Audio Visual Room (Main Campus), Balanga City, Philippines
November 24, 2010

Pre-Employment Orientation Seminar




BPSU Audio Visual Room (Main Campus) , Balanga City, Philippines


September 24 & 29, 2009    Swedish Massage




BPSU IRC Main Campus, Balanga City, Philippines
March 11, 2009

 Cocktail Mixing Seminar




BPSU HRM Room Main Campus, Balanga City, Philippines
December 18, 2008

Basic Salad Making




Gourmet Farm, Tagaytay City, Philippines
December 17, 2008

Basic Hotel Operation and Basic Baking




Manila Grand Opera Hotel Sta. Cruz, Manila, Philippines
November 7, 2008

Rare Reservation




Crown Royal Hotel, Balanga City, Philippines
August 13, 2007

 Hotel Familiarization Tour




Microtel Inns and Suites, Baguio City, Philippines
GENERAL INFORMATION

Date of Birth:   16 Jan. 1991    

Nationality:       Filipino

Civil Status:      Single

Gender:              Female






