
HANNALAINE



Shk Rashid St. Ajman U.A.E.

E-mail: hannalaine.32066@2freemail.com 

            
	objective

	
	To have an opportunity for personal growth and career advancement in a professionally managed organization by completely utilizing my education, experience and knowledge in a beneficial manner.

To hold a responsible position to its profitability and stability of the company with my acquire knowledge and experiences.

	Professional Experience

	
	R Holding (Charlestates)

R Holding Building Ajman U.A.E.
July 01- Present

Data Entry

· Inputs information from a variety of sources into a computer database. May take customer orders and enter them into a pre-established tracking system.

· Completes information analysis for procedures and reports. Requires knowledge of technical material and the ability to train and supervise others. Capable of high volume data entry

· Keep projects on schedule

· Maintain procedures manual to ensure consistent performance of routines

UNITED CQS L.L.C. - Ajman U.A.E
CHARTERED QUANTITY SURVEYORS 

CONTRUCTION COST CONSULTANT
Oct, 2007 – April 2008
Admin Secretary, Site Secretary cum Archives Clerk
· Providing reports, minutes of meeting, draft letter and provision of good all around back up.
· Managing filing system and keep track of documents.
· Handling team incoming and out going correspondence.
· Screen telephone calls; answer question, take massage and deal with queries and enquiries in a professional manner and always confidentially.
· Primavera Expedition. Providing Request for Change/Transmittal/Approval Request Form/Engineer Instruction/Site Instruction
QUALITY HOUSE GROUP OF COMPANIES L.L.C.                   02 May 2006 – March, 2007 
Escape Tower, Ajman

United Arab Emirates

SECRETARY cum RECEPTIONIST

· Directly responsible for all incoming and outgoing calls as well as all faxes.

· Front office management, receiving visitors, liaising with customers.

· Collecting cash, banking & keeping record as well as maintaining petty cash.

· Managed the proper usage of new office supplies and equipment.

· Accomplished to all secretarial works in the office.
BILLIARD LEGEND                                                                              05 July 2004 - Nov, 2005

Al Hudaiba, Bur Dubai

United Arab Emirates

RECEPTIONIST cum CASHIER

· Responsible for the support and monitoring of all payment and information.

· In-charge in handling money and providing guest the accurate billing statement.

· Welcoming the various guest and customers and offer them full of service to exceed customer satisfaction.
KNOWLEDGE / SKILLS

· Flexible, fast learner and hardworking.

· Computer skills with very good knowledge in MS Office Internet and E-mail.

· Primavera Expedition – Trained by MACE International 
EDUCATIONal ATTAINMENT

            College                            AMA COMPUTER COLLEGE                         Bataan, Philippines                                                                                    

                                                  CSDP Programming (Under Graduate)

             Diploma                            St Patrick Colleges                                         Orani Bataan Phil,
                                                    High school Graduate
personal Profile
Date of Birth


:
June 14, 1986

Sex          


:
Female

Citizenship


:
Filipino 

             Civil Status


:
Single 

             Height                                          :           163 cms.
             Weight                                         :            50 kl.

	
	I hereby attest to the best of my knowledge the veracity of the above information.
__________________________
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