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	Natasha 
Natasha.333346@2freemail.com 


Target Position
Administrative Assistant

Skills

· Administration, Customer Service, Microsoft Word & Excel, Payroll Processing, Maintaining Records, Digital PABX/ Switchboard, Organization, Excellent Command of English.
	EXPERIENCE

	Sheraton Khalidiya Hotel
	Abu Dhabi, UAE

	Human Resource Assistant & Accommodation-in-Charge
	1st December 2015 - Present

	· General: Purchase requests (ADACO), Associate requests (certificates/ embassy letters/ salary transfers; updating associates document expiry dates.
· Vacation Process: reviewing vacation balance, ticket entitlement and PHCO balance, comparing to document expiry and forwarding it for payroll purposes.
· Payroll Process: Attendance discrepancy amendment and coordinate with the concerned HOD.
· Online application of Annual or Unpaid Leave (eDocs).
· Pre-recruitment procedure: especially regarding documentation required by the PRO for the application of the visa.
· Maintains employee information by entering and updating employment and status-change data; as well as Identification, Payroll details and banking records.
· On-Board Procedure: application of all Identification necessary (visa, bank, insurance), Check in Process, Coordination with the HOD’s for the DOJ. 
· Relocation: Ticket booking, arranging accommodation: checking formalities to be complied with from embassies (e.g. Nepal, Thailand).

· Preparing a monthly report of Leavers, Joiners, Vacationers, Accommodation master
· Assisting the Leavers in their exit: Final settlement/ bank & medical cancellations/ End of Service Certificates/ clearance.

· Employment verification with potential new employers or banks.


	

	Sheraton Khalidiya Hotel
	Abu Dhabi, UAE

	Guest Service Agent
	17th March 2013 – 30th November 2015

	
	

	· Customer Service: Greet guests, ask about their plans and explain hotel policies.
· Perform clerical and administrative tasks to ensure guest satisfaction.
· To liaise with Reception and Housekeeping regarding arrival rooms and prioritization where applicable.
· Check hotel activity (arrivals, departures, special requests) and communicate information to the appropriate departments.
· Proficiency in the Opera, OASYS, eDocs and ADACO system. 

· Making reservations and following up with Local Purchase Orders.

· Attending to guest complaints, inquiries and requests and referring them to the Superior in charge when required.
· Cashiering and accounting: charging and authorizing Credit cards and 3rd party Payments.

· Switchboard experience and routing calls to appropriate destinations.
Adele Dejak                                                                                               Kampala, Uganda

	Secretary                                                                           01 September 2012- 01February 2013
· Answering telephones and taking messages.
· Maintaining diaries and making appointments.
· Organizing meetings, producing agendas and taking minutes.
· Maintain effective communication with all related departments to ensure smooth service delivery.
Endeavour Insurance Consultants Co. Ltd                                Dar es salaam, Tanzania
Administrative Assistant                                           30 November 2004- 16 January 2007
· Review insurance claims to determine coverage.

· Underwriting of Insurance products.

· Contact Insured or involved persons to complete missing information.

· Filling of Insurance policy documents, Document Control, Research and record keeping.

· Examine correspondence, proof read, adjust where required and reply as instructed.

· Receive phone calls and direct as and where necessary.

· Maintain schedules and follow ups.

· Collected, compiled, arranged and retained reports, records, files and data.


	Education

	Uganda Christian University
	Mukono, Uganda

	Bachelor of Laws, LLB
	 2007-2011

	Makerere College School                                                                             Kampala, Uganda
Advanced Certificate of Education, Literature                                                    2005-2006
St. Joseph’s Girls School                                                                             Kampala, Uganda
Certificate of Education, Arts                                                                               2001-2004
Certifications.
· Level 2 International Award in Emergency First Aid & Defibrillation by HIGHFIELD, Middle East.
· IELTS Certification from British Council, UAE (score: Proficient)
Online Work Systems.

· Opera (Reception)
· eDocs (HR)

· ADACO (HR & Reception)

· Oasys (HR)

Personal Details.

	Nationality:        Ugandan
D.O.B:                 20/04/1988
Marital Status:   Single 

Visa Status:       Residence

	


