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May.362010@2freemail.com 
STRENGHTHS

Highly dependable, adaptable administrative professional with excellent ability to problem solve and multitask while remaining focused. Strong decision making skills, exceptional oral and written communication skills, highly organized with flexible schedule. ‘Can do’ attitude towards work.


ABBM GROUP/TOP FIVE MARKETING MANAGEMENT
DESIGNATION: 

ASSISTANT ADMINISTRATIVE EXECUTIVE/ RECEPTIONIST

Hamarain Center, 1st floor, Gate 4

Deira, Dubai

APRIL 2012-2017


Provide clerical assistance and ensure smooth running of the office.

Maintain the executive’s calendar and events diary.

Planning work assignments for and supervising staff, requesting new office equipment and    repairs on existing equipment.
Facilitate information flow between the different departments.

Areas of Expertise:

	_ File Keeping/Inventory
	– Correspondence Handling
	– Calendar Keeping

	– Meeting Coordination
	– Database Management
	– Client Interaction

	– Customer Service
	– Setting Interview Schedules
	– Prepares Quotations

	– Agenda Setting
	– Budget Handling/Accounts
	– Clerical Support


 TRAVEL & TOUR DESK SUPERVISOR (4 Hotels)

CUSTOMER CARE EXECUTIVE

BEST WESTERN PREMIER HOTEL DUBAI (formerly Traders Dubai by Shangri-La)
NOJOUM HOTEL APARTMENTS

AVENUE HOTEL

DONATELLO HOTEL

Deira & Al Barsha Hotels, Dubai 

United Arab Emirates 

· Helping the guests of the hotel: Westerns, Europeans, Africans, Asians and several nationalities to organise, plan, choose, arrange their ideal holiday in Dubai considering their capacity and ability to do or participate in the different tours available in UAE (United Arab of Emirates).

· Overall management of the hotel's tour desk area and graciously greeting guests & visitors.
· Cooperate with clients to determine their needs and advise them appropriate destination, modes of transportations, travel dates, costs and accommodations.
· Providing exemplary customer service in a friendly and professional manner and receives excellent acknowledgements from guests in return.
· Educating the clients regarding the risk factors or  health hazards that could incur while in the event of the tour.

· Assessing the health conditions of every individual before arranging or booking a tour, inquiring if the client is experiencing some health problems and had been into operations and that if the physician from their country is giving them the permission. Attaching the certificate of permission from the physician and letting them sign the waiver form before any tour booking confirmation.

· Considering the age of every individual and suggesting what kind of tours they can avail.

· Introduced family themed tours for those coming as groups and assess the ability to participate the tour from the different level of ages.

· Promoting satisfaction and safety tour for every individual.

ASIA EXCHANGE CENTER

DESIGNATION:

REMITTANCE EXECUTIVE/MONEY EXCHANGE TELLER

Karama,  Dubai, United Arab Emirates

055-458-3121

MARCH 2010-2012

· Does Philippines, Indians, Pakistanis, Bangladeshi, American (USA), Canadian, German, Australian, Hongkong, Chinese, etc. bank transfers and does instant cash transfers to all other countries. Assists new customers and walk ins in opening savings bank account from any of the available banks.

· Receives and does cheque entries from CITRIX to EYEMAX system.
· Does Western Union daily transactions such as sending, receiving and assisting customers in sending through quick pay. Operating local and international money transfers.
· Entrusted for cheques encashment, deposits and withdrawals.
· Monitored files for daily compliance requirements by utilizing computer system to generate reports.

· Calls potential clients to create awareness bout the product and services offered by the company.



MASS COMMUNICATION GRADUATE/ LICENSED NURSE
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PROFESSIONAL QUALIFICATION:








