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          CLAIRE 

         E-mail:     CLAIRE.336632@2freemail.com 




CAREER OBJECTIVE

    To obtain a challenging position that will utilize my skills and experiences and which will also provide me with the opportunity for growth and advancement.
WORK EXPERIENCE
Secretary /Receptionist/Personal Assistant               Hessa Al Jaberi Advocates  &                               

                                                                                    Legal Consultants

                                                                                    December 17,2013 up to January             12,2017

Duties & Responsibilities

· Welcomes guests and clients by greeting them in person or on the telephone; answering or directing inquiries.

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics; coordinating case preparation.

· Conserves attorneys time by reading, researching, reviewing, verifying, and routing correspondence, reports and legal documents; drafting letters and documents; collecting and analyzing information; initiating telecommunications; organizing client conferences, and attorney meetings; 

· Maintains attorney calendar by planning and scheduling conferences, teleconferences, dispositions, and travel; recording and monitoring court appearance dates, pleadings, and filing requirements; monitoring evidence-gathering; anticipating changes in litigation or transaction preparation requirements.

· Represents attorney by communicating and obtaining information; following-up on delegated assignments; knowing when to act and when to refer matters to attorney.

· Generates revenues
by documenting and inputting attorney billable time and reimbursable expenses; preparing invoices; tracking payments.

· Maintains client confidence by keeping client/attorney information confidential.

· Provides historical reference by developing and utilizing filing and retrieval systems; recording meeting discussions; maintaining transcripts; documenting and maintaining evidence.

· Maintains office supplies by checking stocks; placing and expediting orders; evaluating new products.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs.

· Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

· Troubleshoot problems involving office equipment, such as computer hardware and software.

Legal Secretary Skills and Qualifications:

Documentation Skills, Meeting Planning, Supply Management, Telephone Skills, Office Experience - General, PC Proficiency, Verbal Communication, Internal Communications, Dependability, Professionalism, Client Relationships
Team Leader  cum  Supervisor, Park Services
Wild Wadi Water Park 

      
JUMEIRAH GROUP Dubai, UAE


2008 MAY up to November 2013
Leading and acting as a role model at all times, ensuring high standards of practice are maintained while motivating, influencing and supporting others to accomplish team and organizational goals.

· To understand, follow and enforce all manufacturer and Dubai Municipality guidelines, Jumeirah and Wild Wadi Standard Operating Procedures in order to exceed the operational requirements and ensure the Guest receives the highest standards of quality and service at all times.

· To monitor and ensure all cleaning tasks are completed in order to provide a clean working environment.

· To prepare requisitions for tools or materials necessary for performing specific projects in order to ensure proper repairs are achieved.

· To ensure that colleagues are scheduled fairly two weeks in advance, placed on rotational positions and given breaks according to policy in order to maintain their well being and a high level of guest service.

· To conduct regular observations and audits on colleagues and provide coaching and/or training when required to promote continuous improvement.
· To nominate Park Services colleagues for monthly trainings in order to obtain adequate training hours and knowledge to achieve the criteria related to the key performance indicators.

· To make a training plan and conduct Departmental training for Park Service colleagues

· To coordinate with the supplier and make a follow up with the tools or equipment that has been ordered
· To provide assistance for exclusive use events when needed, and to assist in the preparations of facilities for special functions, themed evenings, etc. in order to contribute to the success of the organization. 

Park Services Attendant            
WILD WADI WATER PARK

  
JUMEIRAH GROUP Dubai UAE

2007 JULY to 2008 APRIL               

The role of a Park Services Attendant is to provide a clean, safe and fun work environment in order to maximize guest satisfaction.

AWARDS

· Colleague of the Month Nominee  May 2008

· Team Leader of the Month Nominee  July 2009, January 2009 and January 2010
TRAINING AND SKILLS

· Computer Skills

(MS Office Package, MS Outlook, Adaco and Market Boomer)

· Task Trainer 

· GTTT  (Certified Group Trainer)

· Competent in Business English

· MS Excel for Beginners completed and passed

· Advance Excel Completed and passed

· Arabic Class for Beginners (passed)

EDUCATIONAL BACKGROUND

COLLEGE:

B S Information Technology 




Tarlac State University


PERSONAL DETAILS

Birth date

:  October 31, 1985

Place of Birth

:  Tarlac City

Sex


:  Female

Height


:  5’2”

Religion

:  Born Again Christian

Nationality

:  Filipino

Civil Status

:  Married
Visa Status                  : Employment Visa
