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CURRICULUM VITAÉ

OF 

MARICEL 
Email: maricel.370339@2freemaiul.com 
Over five years of experience providing secretarial and administrative support in a fast-paced environment. Proven strong interpersonal and communication skills plus the ability to handle multiple tasks efficiently and accurately.  A self-directed team player who is always willing to go the extra mile when need ascends.
WORK EXPERIENCE   

Secretary to General Manager – Operations

March 2012 – Present

Golden Sands Hotels Co. (L.L.C.)

Dubai, United Arab Emirates

Functions:

· Schedule appointments and keep calendar constantly updated to facilitate meeting /appointment schedules. 

· Arrange and coordinate meetings.

· Attend meetings, transcribe minutes, distribute and follow up on action items and compile.

· Receive and filter incoming calls and take messages as appropriate.

· Prepare communication outlined by the General Manager – Operations in oral or written directions.

· Ensure all outgoing correspondence is typed, proofread and dispatched to the highest possible standard.
· Compose and prepare routine correspondence as requested.

· Multitasking abilities with keen eye to detail on reports and messages.
· Sort incoming documents and attach appropriate file to facilitate necessary action, required signature and maintain follow up.

· Maintain various filing of records, database of business contacts.

· Coordinates with   hotel GM’s and their Assistants on meeting deadlines as per the General Manager – Operations direction.

· Organize business travels of the General Manager – Operations.
· Responsible in monitoring the FFNE approved budget versus actual expenditure.

· Conduct research, compile data, and prepare comparison report.

· Assist the GM-Operations in spearheading the on-going 3 hotel projects which is due to open in 2018.  
· Assisting the Operations Analyst whenever he is on leave/holiday.
· Perform other administrative duties as required.
Secretary to Director of Food and Beverage    
December 2010 – March 2012
Radisson Royal Hotel Dubai
P.O. Box 9940, Sheikh Zayed Road, Dubai, UAE

Functions:

· Ensure proper and correct communication between departments and maintain complete confidentiality of sensitive information.

· Take dictation and minutes of meetings.
· Maintain confidentiality in all matters relating to the Hotel, Home Office, Owners, etc.

· Ensures the administrative functions are accomplished in accordance with the Policies/Procedures.
· Capable of receiving and handling restaurant booking enquiries and arrangements.
· Arranges and informs all appointments for Director of F&B and Asst. Director.
· Prepares monthly Revenue report for the department.

· Attends daily F&B briefing/meeting and all other training sessions and meetings required for the position.

· Administers personnel action, on leaves, overtime requests, disciplinary actions and commendation.
· Handles all incoming telephone calls in the office up to the company standard.
· Taking all calls for restaurant reservations, and group bookings.
· Assist in the restaurant during peak hours or busy days.
Staff Nurse 
September 2009 – October 2010
Vicente Gullas Memorial Hospital (VGMH)

Gov. M. Cuenco Ave., 6014 Mandaue City Philippines                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
Telephone Number:  (+6332) 345 -3335

Fax Number:  (+6332) 346 – 9292
Front Office  Receptionist/ Cashier

07 November 2002 to 11 December 2004

Le Meridien Al Aqah Beach Resort

P.O. Box 3070, Fujairah, U.A.E.

Telephone Number: (+971) (9) 2449000

Administrative Assistant

November 1999  to January 2001

Magic Island, Seef Properties

P.O. Box 20084, Manama, Bahrain

Telephone Number: (+973) 581111
Finance Accountant

28 September 1994 – 17 August 1999

Maitland- Smith Cebu Inc.

MEPZ 1 Lapu-lapu City, Cebu, Philippines

Telephone Number: (+6332) 3400277
CORE QUALIFICATIONS

· Calendar management

· Travel arrangements

· Meetings coordination/arrangement
· Good organizational and prioritization skills

· Have excellent attention to details

· Letter/Memo composition
· Extremely discreet and ethical

· Self-directed problem-solver
· Reports preparation
·  Office technology including Outlook, Word, Excel, PowerPoint, Photoshop, Fidelio, and HotSoS
EDUCATION
College



: University of the Visayas





  Gov. M. Cuenco Ave., 6014  Banilad Mandaue City Philippines





  2005 - 2009

Degree



: BACHELOR OF SCIENCE IN NURSING (BSN)




  Graduated: April 02, 2009

College


   
: University of San Jose Recoletos





  Magallanes St. Cebu City 6000 Philippines





  1990 - 1994

Degree
: BACHELOR OF SCIENCE IN COMMERCE MAJOR IN  


  COMPUTER SCIENCE




  Graduated: May 20, 1994
PROFESSIONAL EXAMINATIONS TAKEN
Professional Regulation Commission (PRC)
Name of Examination

:  National Nurse’s Licensure Examination

Rating



:  Passed
Date Taken 


:  6th June 2009

Place Taken


:  Cebu City, Cebu, Philippines

Registration No.


:  0590037
International English Language Testing System (IELTS)
Category


:  Academic 

Date Taken


:  22nd August 2009

Place Taken


:  Cebu City, Cebu, Philippines

Character references available on request.

