Anna 
Najda Street, Abu Dhabi UAE

E-mail:  anna.368268@2freemail.com 
Well-experienced professional with combined work background in customer service. Presently willing to work in any challenging work environment to utilize and further develop skills. Presentable personality with multitasking abilities; performed very well under work pressure and achieve performance goals successfully. Able to adapt to new and challenging work environment, possess excellent communication and interpersonal skills.

	Strengths
	
	
	
	
	

	 Over 8 years of work experience in Gulf
	
	 Excellent decision-making and problem-solving

	 Excellent customer service skills
	
	skills
	

	 Multitasking abilities
	
	 Strong commitment to service excellence

	 Can work in multicultural environment
	
	 Highly motivated & career oriented individual

	
	
	
	
	
	
	

	E d u c a t i o n a l
	
	Q u a l i f i c a t i o n
	
	
	

	Bachelor of Science in Computer Science
	
	
	June 2005

	Central Colleges of the Philippines, Manila, Philippines
	

	
	
	
	
	
	
	

	C a r e e r
	
	A c h i e v e m e n t s
	
	
	
	

	Employee of the Year, Second Runner-Up for 2010
	Al Diar Dana

	Hotel, Abu Dhabi
	
	
	
	
	

	Employee of the Month for January and August 2010
	Al Diar Dana

	Hotel, Abu Dhabi
	
	
	
	
	

	
	
	
	
	

	C a r e e r
	
	S n a p s h o t
	
	
	
	

	Office Admin/Secretary
	
	
	May 2012- Up to date

	Union Gulf Services LLC, Abu Dhabi, U.A.E
	
	
	

	IT Assistant
	
	
	
	
	November 2011 – March 2012

	Game zone Computer Shop, Taguig City, Philippines
	

	Receptionist
	
	
	
	
	September 2007-September 2011

	Al Diar Dana Hotel, Abu Dhabi, U.A.E
	
	
	

	Admin Personnel
	
	
	
	
	March 2004 – September 2006

	R.L Benito Law Office, Cotab ato, Philippines
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	J o b
	
	R o l e s

	Office Admin/Secretary
	


· Provides administrative support to the General Manager.
· Answers and screens phone call and manages the General Manager’s mail.
· Maintain good communication and coordination with the supplier, contractor to assure timely and efficient completion of projects.
· Maintain document control
· Assists for monthly Payroll processing of 160 employees thru WPS
· Managed daily admin works, keeping diaries and taking appointment for the company’s Vice President
· Compose correspondence, memos and reports and respond to emails on timely basis.
· Establish and maintain various filing and record management systems.
· Maintained HR related employee files reflecting salary increases, deductions, annual vacation records and weekly attendance.
· Organized and arranged appointments, meetings, hotel/airline bookings, visa renewal, club membership update and international travel arrangements of my superiors.
· Assist in the necessary documentation and online forms of all import/export activities. Coordinates with the local agents regarding shipment status and all requirements.
· Maintain an adequate inventory of office supplies.
· Prepare purchase orders and send copies to suppliers and to departments originating requests.
· Determine if inventory quantities are sufficient for needs, ordering more materials when necessary.
· Perform buying duties when necessary.
· Contact suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.
· Prepare, maintain, and review purchasing files, reports and price lists.
· Track the status of requisitions, contracts, and orders.
IT Assistant

· Troubleshoots internet or software problems that a customer might encounter.
· Monitors and records time consumed by customers in using the internet and gaming services.
· Provide services such as encoding, printing, scanning, photocopying, and CD burning.
· Maintain cleanliness and orderliness of the place.
Admin Personnel

· Receives and screens visitors.
· Handles phone calls and fax messages.
· Maintain and update files, records and other documents.
· Provides clerical and office support functions.
· Operate machine such as photocopiers, scanners, facsimile machines and personal computers.
Receptionist

· Deliver excellent customer service, at all times
· Assist in keeping the hotel reception area clean and tidy, at all times
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or
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via e-mail

· Administer all reservations, cancellations and no-shows, in line with company policy
· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximising bedroom sales opportunities
· Fulfil all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Conduct regular security checks throughout the day and report any security issues to line manager
· Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment
· Provide reports, as required, for housekeepers and management
· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services
· Maintain personal knowledge by completing in-house training and workbooks
· Always adhere to all company policies and procedures and licensing laws
· Be involved and contribute at team meetings
· Carry out instructions given by the management team and head office
	
	T r a i n i n g s
	
	C e r t i f i c a t i o n s
	
	
	

	
	Business Application Software
	–AMA Computer Learning Centre, Philippines

	Secretarial Skills for Executive Secretaries
	– NADIA Training Institute, U.A.E

	
	Guest Service
	
	
	
	
	_ Al Diar Dana Hotel, UAE

	
	Fire Policy
	
	
	
	
	– Al Diar Dana Hotel, UAE

	
	Telephone Skills
	
	
	
	
	– Al Diar Dana Hotel, UAE

	
	Culturiosity
	
	
	
	
	– Al Diar Dana Hotel, UAE

	
	
	
	
	

	
	P e r s o n a l
	
	I n f o r m a t i o n
	
	
	

	Nationality
	:
	Filipino
	

	Date of Birth
	:
	11 June 1981
	

	Marital Status
	:
	Single
	

	Visa Status
	:
	Residence Visa
	

	Driving License
	:
	UAE
	

	Languages
	:  English, Tagalog and basic Arabic

	References
	:
	Available upon request.
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