MARLENE 
Marlene.358452@2freemail.com
___________________________________________________________________________
OBJECTIVE: To enhance my working capacities, professional skills, business efficiencies             
                          and to serve my organization in best possible way with sheer determination

                          and commitment.

WORKING EXPERIENCES    :
April 2010- Present                      :   Receptionist / Quality Control Coordinator
                                                          Arabian Quest International

22 Abdullah Bin Omar Street

Bin Mahmoud

Doha, Qatar


P.O Box 13059

     Duties and Responsibilities
- Greeting customers, provide information and forward call
- Heard & resolved complaints from workers & public

- Answering telephone enquiries

- Record keeping, Filing

- Booking meetings

- Arranging travel, tickets, and refreshments

- Data entry

- Ordered supplies and acted as primary point of contact to all suppliers
- Dispersed incoming mail to correct recipients throughout the office
- Made copies, sent faxes, and handled all outgoing correspondence

- Analyze company policies and procedures to ensure efficiency and necessity

-  Provide reports regarding employee performance and suggestions for improvement

- Direct investigations into products services or employees that have received customer complaints

- Assist accounting department in the quality control of expenses to determine where money could be saved

- Strategize different ways for employees to become more efficient in time management

- Performed surveys of customers to determine where service could be improved
- Met with employees to go over new policies and procedures as we as to review old ones

- Inspect product shipments to ensure quality

- Investigate customer returns and complaints 
December 2008 –March 2010       :   CASHIER
                                                           Certo Royal Restaurant                                               
                                                           Salwa Road
                                                           Doha, Qatar
                                                           Royal Restaurant

                                                           Ibin, Dirham Street

                                                           Mansoura

                                                           P.O. Box 13059

                                                           Doha, Qatar
February 2007 – November 2008:    CASHIER                                           
                                                          Nightingale Restaurant

                                                          Al Wakra                                                                                        

Doha, Qatar
February 2005 – January 2007      :  CASHIER / RECEPTIONIST
                                                           Cinderella Salon
                                                           South Madinath Khalifa
                                                           Doha, Qatar
Personal Data:
Date of Birth          : November 1, 1966
Sex                         : Female
Nationality             : Filipino
Status                     : Single

Height                    : 5’3”

Weight                   : 110 lbs

Religion                 : Roman Catholic
About me               : Diligent, Trustworthy, Determined and with full dedication towards 

work
 EDUCATION BACKROUND:
 COLLEGE                     : Colegio De San Agustin- Bacolod City
· B.S. in Education

· Major ( Values Education)
· Philippines

 SECONDARY              : Holy Trinity Academy-
                                         Paraiso, Sagay City Neg. Occ.               

Philippines
ELEMENTARY            :  Eusebio Lopez Memorial School
                                          Lopez Sugar Corporation

                                          Paraiso, Sagay City Neg. Occ.


Philippines
REFERENCES:
Available upon request

