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Crisalde 

E-mail Address: Crisalde.337755@2freemail.com 
OBJECTIVES:
To obtain a position where I can maximize my multi-layer of quality assurance, training experience, and successful customer service, self – started and can easily adapt with the rapid change of work. Self motivating outlook. Energetic and physically fit.
ADMIN ASST / GUEST RELATION OFFICER 
One Perfect Stay Vacation Rental LLC

Marina Plaza level 29, Marina Dubai UAE.
· Handling Check in and Check out

· Checking All Facilities is in good conditions.

· Handling all the guest payment when they are arriving and make sure that they will get the 100% satisfactory of the service

· Handling complaints off guest.
· Doing inventory for all the apartment every check inn and check out

· Doing inventory of all the linens and towels for the apartments

· Supervising maintenance for all works inside the apartment
· Supervising cleaners for every cleaning request to provide a quality service.
· Handling all laundry and distributing to cleaners when there is a request of guest clean
· Maintaining that petty cash is enough for the operation in a whole month.

ADMIN ASSISTANT

Epic internet Group DMCC

JBR 1, Al Habtoor business tower level 22. Dubai U.A.E
Nov 18.2015 up to present / change position to Facility/Guest relation officer
· Assist in the preparation of regularly scheduled reports.
· Answer and direct phone call.

· Maintain contact LIST.

· Order office Supplies.

· Produce and distribute Correspondence memos, letters, faxes and forms

· Arrange travel booking,

· Submit and reconcile expense reports.

· Provides general support to visitors.
Cleaning Supervisor
Polished2Perfection.Llc

Al Hamsa. A Building, Office No.11

PO Box 393379 Dubai, UAE

June 2015 to October 2015
· Supervising the team and assigning them in their location area
· Answering all calls request coming from the clients
· Giving training to the staff on machine and chemical that we are using. providing a safety first for the team
· Assisting team when there is a complained coming from guest
· Building a relation to guest and assure that the cleaning is 100% quality 
· Handling petty cash for the company for the whole month that we are using at operation
· Doing inventory for the monthly basis to check what is needed for the operation
Room Attendant / Team Leader
IFA HOTEL AND RESORT.
PALM JUMEIRAH.
June 18, 2012 to April 15, 2015
· Cleaning all around the house including changing linen
· Putting the clothes on the machine to be wash and ironing
· Remove all trash, vacuum the carpet, and wash any uncarpeted floors.

· Housekeepers replace light bulbs inside the room, wash windows, empty ashtrays, and clean hallways and stairs. 

· If housekeepers notice anything in a room that is not working properly, they report it to their supervisor, or in the engineering department.  

· They also send to the lost-and-found department any articles that previous guests may have left in the rooms when they checked out.

· Cleaning including guest rooms, backs of the house areas, public areas, open areas and offices). 

· Guest room housekeepers bring clean linen, bedding, cleansers, and all other necessary cleaning equipment to the rooms. The housekeepers replace soiled linen and towels; restock soap, tissues, and drinking glasses; disinfect bathroom surfaces; dust and polish the furniture.
OFFICE CLERK
PureFoods Corporations Bo. San Roque Marikina City,

April 25, 2010 up to May 15, 2012
· Compute, record and proofread data and other information, such as records or reports. 
· Type, format, proofread, and edit correspondence and other documents, from notes or dictating machines, using computers or typewriters. 
· Review files, records, and other documents to obtain information to respond to requests
· Responsible to do all secretarial & Clerical Job activities.
· Maintained and compiled the records of business transactions and office activities of establishment. 
· Operated machines such as typewriter, calculating, adding, and duplicating machine. 
· Bills, receipts, invoices, checks, policies, and statements are sent after preparation. 
· Other duties like purchase supplies, and payroll are also done. 
· Opened and routed incoming mail and prepared outgoing mail. 
· Assisted and greeted visitors. 
· Responsible for filing, records management, typing, organizing supplies, taking inventory, and restocking. 
· Handled copying for records management and data entry. 
Sales Utility Clerk
ACE Hardware Philippines Inc.

July 15, 2008 up to March 15, 2010

·  Greeting customers who enter the shop.
·  Assisting shoppers to find the goods and products they are looking for.

·  Stocking shelves with merchandise.
·  Answering queries from customers.

·  Reporting discrepancies and problems to the supervisor.

·  Giving advice and guidance on product selection to customers.

·  Keeping the store tidy and clean, this includes hovering and mopping.

·  Responsible dealing with customer complaints.

·  Working within established guidelines, particularly with brands.

·  Attaching price tags to merchandise on the shop floor.

·  Responsible for security within the store and being on the lookout for shoplifters and fraudulent        
credit cards etc.
· Keeping up to date with special promotions and putting up display.
Other Skills


· Able to work independently and perform clerical assignments. 

· Depth ability to operate office equipments. 

· Excellent service and phone skills. 

· Good communication and writing skills. 

· Strong ability to recognize differences among data, objects, facts, and material. 

· Ability to work independently and within a team. 

· Knowledge of filing and record keeping. 

· Ability to perform complex data entry tasks. 

· Excellent ability to greet visitors, to handle phone calls and to give information to customers and visitors. 

· Able to follow written and oral instructions. 

· Computer literate. 
Computer Skills:                                    Certificates of Completion:
· Web Page Design


Housekeeping Supervisor
· Networking



Computer and Internet Programmer





· Software Application
Cascading and Style Sheet
· MS Outlook 
Networking
· MS Excel
Costumer Service 

· File Management


Basic Life Support and First Aid 



· PowerPoint 
· Access

Education:




Personal Information:
Computer Programming


Citizenship
:
Filipino
I.T. (EITEC) Expert Information

             Status

:
Single
Technology Education Center.


Visa status
:
cancellation on process
2006 - 2008




Language
:
English.Tagalog.Kapampanagan  
     

                 I hereby to certify that the above information is true to the best of my knowledge and beliefs. 
