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Kristoffer Garraez Torres  CV NO: 2008980
PERSONAL SUMMARY


An efficient, organized and approachable person who is always willing to help colleagues.  Possessing fast and effective administrative& secretarial skills while having a strong knowledge of the latest office management techniques and software packages.

Keen to find a challenging position within an exciting employer where I will be able to continue increasing my work experience and develop my abilities.
QUALIFICATIONS – SEMINARS ATTENDED
· Bachelors in Computer Technician & Programming



AMA Computer Learning Center
· Attended Business & Office Administration Seminar



Business Coach Inc., Philippines
KEY SKILLS

· Proficient on using MS Office Packages (Word, Excel, Access, Outlook, Publisher, Power Point etc.) Adobe Photoshop, Acrobat Pro.
· Excellent communication and organizational skills.  Always have an eye for details and accuracy of data,initiative and self-motivation.
· Capable of multitasking responsibilities and can work without supervision.
· Able to work under pressureand always have a keen sense of urgency.

· Team Player.  Flexibility.  Decision Maker.
AREA OF EXPERTISE
· Secretarial, Administration, Hospitality, Customer Service, Procurement, Warehousing and Human Resource.
WORK EXPERIENCES
Secretary / Administrative Coordinator– Hospitality
May 2012 – November 2016
· Reports directly to the Group General Manager.  Represents the GM as the main point of contact to the staff and clients if he’s unavailable. Composingemails &letters in response to their inquiries for the General Manager.
· Assisting the Group Finance Manager, Senior Business Analyst and Group Administrative Adviser with all their administrative requirements.
· Organizing the schedules of the GGM, GFM, SBA& GAA.Preparing and maintaining the confidentiality of all files, correspondence letters & memos.
· Creating Daily, Weekly, Monthly and Annual Reports for Hon. Chairman’s review.  Consolidating reports coming in from all MOBH hotels into one brief & accurate report to be submitted to GM & Dept. Heads.
· Writing Minutes of Meeting, Taking notes,Drafting circular & correspondence letters for GM’s approval.
· Controls all documentation.  Keeping filing systems.  Screening all incoming calls.
· Arranging business trips, booking flights, transportations, hotel accommodations and providing itineraries.  Ensuring that relevant documentation is available upon travelling of the Group General Manager and his Business clients &the other corporate executives.
· Coordinating with the all the corporate clients and all the other secretaries atthe Head office & Hotel GM’s in case they might require the assistance that involves the Group GM.
· Coordinating with other Departments (HR, Purchase, Finance, Audit etc.) to assist us in all other areas that we may require and vice versa.
· Ensuring the daily office operations arerunning smoothly by monitoring duties and responsibilities of the office staff and coordinating with the Administration office. Preparing inventory & budget for office supplies, stationeries, toiletry and kitchen items.
· Update and maintains our corporate clients, partners, senior executive client list such as ACCOR, HILTON, IHG, PREFERRED, REZIDOR, COLLIERS etc.
Procurement Coordinator/Purchaser
October 2009–March 2012
RECON International Group, Dubai – Afghanistan

· Receives end user’s BOQ’s/RFQ’s and Job Orders from our site.  Coordinating with the Procurement Manager in distributing the inquiries to the other buyers/purchaser.

· Locating the items here & abroad by contacting and sourcing out vendors/suppliers thru phone, yellow pages, business directories & vendor’s website.  Inquire, negotiate price and get the best quality, service, delivery time and payment terms when procuring materials and issuing Purchase Orders.  

· Meeting potential new vendors and establish a strong relationship along with the current vendors.
· Purchasing different variety of items as per end user requirements such as construction supply, stationery items, F&B, H&S, Medical Supplies, Heavy Equipment, Vehicle Spare Parts, Asphalt, Chemical Mixes etc.

· Planning, monitoring and expediting schedule of materials delivery (ETA/ETD) and shipment dates through constant material status update by coordinating with Logistics Dept.  
· Coordinates to buyers and end-user regarding discrepancies in item description, brand, model/part numbers and reports material Overage, Shortage or Damage (OSD). 

· Submit Daily, Inventory and Damage reports to the Procurement Manager.Maintain and updates Vendors Suppliers contacts database & PO LOG.
· Ensures timely deliveries and pickups by arranging with the Logistics department.  Checking invoices and delivery notes if having proper documentation, attachments and other correspondences and if tallying to the items received and dispatch before submitting to the Accounts department for processing of payment.
· Inspects and verify proper packing and label markings of materials as per the technical specifications, quantity and physical condition of items pallets and ensures the safe handling of materials’ loading & off-loadingbefore dispatch.  Coordinating with the end user to check if items arrived safely.

HR and Secretary cum Administrative Coordinator
From August 2008 – September 2009

RECON International Free Zone – Sub Contractor Company, Dubai-Afghanistan.
As HR Coordinator

· Maintenance of Employee monitoring system (master list) and employee files.

· Arranging itineraries; Taking care of flight bookings for all employees.

· Monitoring of employee leave credits and flight booking schedules

· Creation of HR procedural forms (OT, Leave, Under-time, Certificates etc.) 

· Responsible for initial telephone & personal interviews before scheduling short-listed candidates to the HR Directorfor final interview.
· Prepares and presents offer/appointment letters and company initiated benefits.

· Tracking applications of Residence visas, Tourist visas, Business visas, Company visas, Transit Visas etc. for corporate staff and employees. Documentation of visa requirements, applications, visa stampings and trade licenses.

· Making sure the company follows SAIF Zone correspondents and adherence to policies and procedures.

· Handled payroll administration, pay revision and pay survey.Arranging staff accommodation and transportation.
· Knowledgeable in UAE Labor Law.

As Secretary cum Administrative Coordinator
· Reports directly to the General Manager with full support to the corporate executives.
· Organizing daily, weekly & monthly schedule of the General Manager as well as maintainingthe calendar of all corporate executives which includes meetings, conference calls and video conferences by using MS Outlook calendar and my own personal diary.

· Keeping filing systems and controls documentation for the General Manager& corporate executive.
· Meet and greet clients and visitors by acting as the Point of Contact for the General Manager & corporate executive
Night Auditor cum Front Office Receptionist
August 2006- August 2008

Beach Hotel Sharjah – 4 Star Hotel located on the beach road of Al Khan, Sharjah

· Proficient in using CLS system.Balancing all cash and daily revenue before closing the day procedures etc.

· Standard procedure of checking in and checking out the guests.

· Creating reservations for companies which having back to back allocations and allotment thru e-mail, fax and for walk-ins using CLS reservation system.Handling busy switch board.

· Attending all kinds of guest inquiries, needs from in-house guest to e-mail and walk-ins.

· Scheduling transportation (Airport pickup - drop) for guests movements.
· Creating necessary folio invoices for company guests, walk-ins and with back to back allocations.
Service Crew cum Donut Finisher
May 2004- April2005
Dunkin Donuts Food Corporation – SM Las Piñas Branch.
· Acknowledge the presence of customers and attend to them in a very polite manner.
· Provide professional responses to queries and complaints of customers.
· Handles cash register.
· Make sure all customers are always satisfied with the service they are getting.

· Finishing donuts with the right amount of filling, sprinkling, frosting, melting chocolates etc. in the back kitchen.
· Always make sure to clean all the area in the dining and in the kitchen and counter by mopping, sweeping, wiping.
Service Crew – Dining Area 

June 1998– May 1999
Jollibee Food Corporation – Muñoz Branch.

· Acknowledge the presence of customers and attend to them in a very polite manner.
· Provide professional responses to queries and complaints of customers.

· Make sure all customers are always satisfied with the service they are getting.
· Always make sure to clean all the area in the dining by mopping, sweeping, wiping the table with a clean cloth.

· Assisting and serving the customers with their orders.

· When there is a long que, take advance orders from the customers and informing the PC.

PERSONAL DETAILS
· Nationality: 

Filipino

· Date of Birth: 
October 13,  1981

· Marital Status:
Married

· Height:

5 feet and 8 inches
· Visa Status:

Residence/Employment
· Driving License:
UAE Driving License.
· Availability:

Immediate
· Hobbies and Interest:
Playing Basketball, Coaching and Organizing Basketball Tournaments.
I hereby certify the above information are true and accurate to the best of my knowledge and belief.

                    Kristoffer Garraez Torres  CV NO: 2008980


To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.
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