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 Emily 
Email: Emily.363234@2freemail.com 
CAREER OBJECTIVE:

To obtain a challenging position that offers opportunity for career advancement and personality development in all environments.  To be an asset to the company I work with and to build an excellent public relationship between the company and the customer or client.
WORK EXPERIENCE:
International Professionalism Training & Management Consultancy (IPMC)

Al Telal Bldg.67 Al Salam St. Abu Dhabi

September 2016 – Current

Receptionist / Office Girl

(Marketing / Sales)

• Welcoming Visitors by greeting them, in person or on the telephone, answering or referring inquiries and relaying messages.  Transferring of incoming and out-going correspondence.
• Preparing and serving refreshments (tea, coffee), maintaining the cleanliness and daily monitoring and availability of pantry and office supplies.
1868 Café, Gallery and Restaurant

AL Raha Gardens Opp. Gate 14

Khalifa City A, Abu Dhabi
December 2015 – May 2016

Waitress/ Hostess/ Cashier
• Greet customers and assist them according to their preferences
• Offer welcome drinks and beverages
• Fill water glasses and refill beverages
• Take orders and provide information about menu items
• Suggest menu items when requested by the customer
• Relay patrons’ orders to the kitchen
• Ensure that the order is prepared according to the menu
• Ensure order quality and quantity prior to serving
• Serve meals and side dishes
• Deliver food carts to designated areas
• Ensure that continued service is managed during the course of the meal
• Keep a constant eye on the table to gauge needs and fulfill them immediately
• Total customers’ check and take it to them
• Accept payment in cash and credit card
• Clear table and clean table tops
Abu Dhabi National Hotels Compass Me (Head Office)
May 2015 to September 2015

Office Assistant cum Administrator

· Carrying out large volumes of filing while retaining a good level of accuracy and efficiency.

· Faxing, printing, photocopying, filing and scanning.

· Maintaining an effective administration system.

· Rapidly responding to and resolving any administrative problems.

· Running the company reception area.

· Coordinating office procedures.

· Making sure that information is quick and easy to locate.

· Ordering and maintaining office stationery and equipment.

· Typing up correspondence including letters, faxes, minutes and memos.

· Offering a warm and friendly welcome to any visitors.

· Sorting and distributing incoming post.

· Processing staff payrolls, keeping account of finances and updating staff files.

· Receiving and redirecting telephone calls.

· Booking travel and accommodation for senior managers

· Managing electronic and printed files.
Mubarak Bin Mohammed School (under ADNH)
Abu Dhabi Educational School
ADNH Compass ME

January 2015 – May 2015
Housekeeping Supervisor / Administrator
• Inspect level of cleanliness and report issues to the management
• Assist in scheduling of staffs according to projected staffing requirements
• Respond to clients’ requests and complaints
• Report needed repairs to the maintenance staff
• Oversee housekeeping staff to maintain cleanliness of individual rooms and other areas

• Report lost and found articles
New Medical Center Specialty Hospital (under ADNH)


Electra St. Abu Dhabi City

ADNH compass ME 

Housekeeping Supervisor / Administrator
June 2013 – January 2015
• Inspect level of cleanliness and report issues to the management
• Assist in scheduling of staffs according to projected staffing requirements
• Respond to guests’ requests and complaints
• Report needed repairs to the maintenance staff
• Oversee housekeeping staff to maintain cleanliness of individual rooms and other areas

• Report lost and found articles

• Sending all the Reports and doing all the paper works for all the staff needs to the head office.

Emirates Palace Hotel (under ADNH)
West Corniche Road, Abu Dhabi UAE

ADNH compass ME

Team Leader

February2013- June 2013

• Inspect level of cleanliness and report issues to the management
• Assist in scheduling of staffs according to projected staffing requirements
• Respond to guests’ requests and complaints
• Report needed repairs to the maintenance staff
• Oversee housekeeping staff to maintain cleanliness of individual rooms and other areas

• Report lost and found articles
 Abu Dhabi National Exhibition Center (under ADNH)
Airport Road Abu Dhabi UAE

ADNH compass ME (Cleaner)

October 2010- February 2013
• Monitored and maintained cleanliness of assigned work areas
• Utilized cleaning chemicals for designated surfaces
• Cleaned guest rooms by category priority
• Emptied trash containers and ashtrays

Jollibee Groups of Company

Robinson place Ermita Manila

Service Crew (cashier)

May2009- October2009
• Responsible for providing courteous and efficient food and beverage services to the guests. 
• To present menu, take order, suggest and recommend appropriately. 
• To attend and respond to guests’ needs promptly and professionally. 
• To present bills to diners, collect payment and give to the cashier, return change or credit card to diners
Sakura Bar and Restaurant

Kowloon Hongkong

Receptionist and Waitress

June2008
• Deliver at excellent service at all times

• Deal with all inquiries in a professional and courteous manner, on the telephone


Or via email.

• Administer all the reservation, cancellation, and no-shows in line with company policy.

• Fulfill all reasonable requests from guests to ensure their comfort satisfaction and safety.

• Be responsible for evacuation in cases for emergency, acting as first point of contact for guest and the emergency services.

• Always adhere to all company policies and procedure and licensing laws

• Carry out instruction given by the management team and head office.

TRAINING AND SEMINARS ATTENDED:

· ADNH Orientation and Induction

· Chemicals and Health and Safety/First Aid

· Infection Control/Fire and Safety/ EHS Training
· Hand Hygiene/Emergency Codes/Basic Fire Fighting

Qualification and skills

1) Working knowledge of computers, Internet access, and the ability to navigate within variety software packages such as Excel, Word, Power Point or related programs

2) Ability to manage the international staff in a positive and productive manner by motivating, developing and managing employees as they work. Ability to utilize and administer the disciplinary action process through coaching and counseling to improve performance.

3) Fast learner with long patience and discipline

4) Competitive with a strong sense of loyalty and responsibility

5) Capable to work under pressure

6) Excellent public relationship
Key Knowledge
1) 5 years of Functional knowledge in the hospitality industry.

2) Hands on experience in training staff in hospitality services provision.

3) In depth knowledge of supervising staff to ensure cleanliness and tidiness of premises.

4) Proficient in responding to guests queries and resolving problems efficiently.

Personal Data


Birth date

: February 16, 1987


Age

: 30 y/o

Sex

: Female


Height

: 5’2


Weight

: 50kg


Nationality
: Filipino


Religion

: Roman Catholic


Status

: Single

Educational Background

Training:


Household service





National Certificate II





September 2010





Technical Educational Skills Development Authority






(TESDA)
College:


City College of Manila





Industrial Technology Major in Food Technology





2004-2006 SY

Vocational:


Hotel and Restaurant Services





October2003-November2003

Secondary:


Carlos P. Garcia High School





1999-2003 SY

Elementary:


Jacinto Zamora Elementary School





1993-1999 SY

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

 Applicant
