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QUEENY





Email: QUEENY.337945@2freemail.com 
Dubai, UAE

OBJECTIVE

Extremely efficient, dependent, enthusiastic and consistent employee.
Seeking a position as an Administrative assistant.
Offering exceptional communication, administrative and critical thinking skills to bring a remarkable change in the overall efficiency of the company. 
WORK EXPERIENCE

Al Abbar Enterprises, Karak House

Customer Service Associate

October 20, 2014 – January  15, 2017
Ensuring high quality customer service.
Performs general administrative activities to help the manager to facilitate efficient operation to the organization.
Deals with all customers in a professional and courteous manner, in person & telephone.
Providing clerical and administrative support to the manager as per policies.

Check with customers to ensure that they are enjoying their meals and take action to correct any problems.

Write patrons' food orders on order slips, memorize orders, or enter orders into computers for transmittal to kitchen staff.
Davies Painting Company

Pasig, Phillippines
Admin Assistant
Jan 25, 2014- August 31, 2014

Organize office and assist associates in ways that optimize procedures

Sort and distribute communications in a timely manner

Create and update records ensuring accuracy and validity of information

Schedule and plan meetings and appointments

Monitor level of supplies and handle shortages

Resolve office-related malfunctions and respond to requests or issues

Coordinate with other departments to ensure compliance with established policies

Maintain trusting relationships with suppliers, customers and colleagues

Perform receptionist duties when needed
CJ Foodville Asia, Singapore

Management Trainee

August – November 2013
Assists with inventory check of operating equipment
Establishes guest service standard that meet the needs of the      target market and are in line with the operating concept of the department.

Ensures the general upkeep of the stations and the maintenance of its accessory equipment during assigned shift.

To be familiar with F&B environment and apply to company standards.

SATS Inflight Catering Centre 

Business Allianze Services, Singapore

Logistics Executive                                                      

January 11, 2013 – June 30, 2013
Create, direct and modify procedures for the operation of these processes according to the strategy of timely distribution of goods or services to clients or consumers. 

Responsible for planning and procurement of materials to maintain optimization of inventory stock levels of services and products to meet customer requirements.

Responsible for monitoring these trends and implementing  audit controls that monitor the process of an organizations supply chain management system for maximum effectiveness.
SKILLS & ATTRIBUTES
Over two years’ varied and increasingly experience in customer service and administrative tasks.

Excellent interpersonal and critical thinking skills
Extensive knowledge In Microsoft office skills and online application.
Ability to work effectively in a team setting and can work independently under pressure
Fast learner, consistent, and have the ability to adopt fast phase environment
EDUCATION
Bachelor of Science in Nursing

Perpetual Help College of Manila

Manila, Philippines
2005-2009
PERSONAL DATA
Date of Birth
: August 7, 1989

Civil Status
: Single

Gender
: Female

Citizenship
: Filipino

Height

: 5’3”

Visa Status     : Employment visa 
I hereby certify that the above information is true and correct to the best of my knowledge.
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