joseph 
joseph.356898@2freemail.com
	WORK EXPERIENCE

	
	Abu Dhabi Securities  Exchange                               Dec. 2015 - Present
Abu Dhabi, UAE

Office Assistant / Messenger

JOB DESCRIPTION  

· Perform various basic administrative duties, such as serving beverages to the guests or staff, handling electronic files and papers, greeting visitors and so on.
· Disseminating information through telephone, websites, mail services, and e-mail.

· Organizing and maintaining electronic and paper files and managing projects.

· Answering telephone, direct, screen calls, taking and relaying messages.

· Greeting persons entering organization and directing individuals to correct destination.

· Monitoring the use of equipment and supplies within the office.

· Coordinating the maintenance and repair of office equipment.  
· Collecting and distributing couriers or parcels among employees and opening and sorting emails.

· Helping the receptionist, secretaries, or other administrative assistants in performing their duties.
           .

National Corporation Tourism and Hotels                            Dec. 2013 – Dec. 2015
Assigned at Al Jazira Football Academy
Abu Dhabi, UAE.

WAITER / SERVICE ASSISTANCE

JOB DESCRIPTION:                         

· Entertains customers and escorts them to their respective tables.

· Presented menus for the day and answers queries about the cuisine and recommends available drinks to customers.

· Take customer orders and conveys to kitchen staff for its preparation.

· Served specialty dishes to customers at tables as instructed.

· Readily available all the time when needed by the customer
· Prepares and arranges tables, chairs and utensils before and after meal
.

TRAINING/ SEMINARS ATTENDMENT
FOOD & BEVERAGE NC II International Hotel Operation       October  7,  2013
CINELLE Training Consulting Center Inc.

3rd & 4th Floor L.A. Bldg.

#861 Don Quijote St. Corner España  Avenue

Sampaloc Manila  City

	Skills

	
	· Ability to perform works and duties pertinent to high standards and unusual   surroundings.

· Able to work beyond working hours..

· Computer literate and knowledgeable in using different applications of computer and can operate different kind of office equipment.

	Education

	
	VOCATIONAL:                                 Datamex Institute Of Computer Technology

                                                         Associate in Computer Hardware

                                                         Sucat Parañaque City

                                                         June 2008 – April 2010

	References

	
	References and letters of recommendation available on request


