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Lulu

Lulu.371252@2freemail.com  
Personal Assistant to the General Manager

SUMMARY

A dedicated professional with 9 years of experience within the UAE. My experience in multiple B2B and B2C roles has equipped me with a wealth of knowledge including commercial correspondence, personal assistance, client satisfaction and retention. I pride myself on maintaining a high degree of personal professionalism which I am seeking to utilize within a Managerial role.

EXPERIENCE
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FOREFRONT FACILITIES MANAGEMENT L.L.C
/  March 2016 - March 2017

PA to Group General Management

· Providing comprehensive secretarial duties to the General Manager.
· Scheduling of business meetings and travel arrangements.
· Taking minutes of meetings and forwarding compiled documents, notes and or attachments to department heads.
· Assisting General Manager in business and personal duties.
· Maintaining Senior Management filing system.
· Compiling approved LPO’s and forwarding to relevant department heads and or suppliers.
ARABIAN ORYX TRAVEL AND TOURISM
/  February 2014 - February 2016

Reservations Executive

· Maintaining open communications with international in-bound market segments regarding contractual rate plans and promotions.
· Ensuring flexibly in sales techniques by offering the optimum product to customers at the right time.
· Identifying sales opportunities via individual corporate accounts, wholesalers and travel management companies.
· Generating professional and accurate client confirmations.
· Maintaining a high level of corporate communication within all correspondence.
	LE MERIDIEN DUBAI (
	)
	/  December 2010 - February 2014

	
	
	


Revenue Officer

· Ensuring guests are continuously greeted and communicated to in a friendly and professional manner.
· Providing outstanding reservation services to hotel guests.
· Identifying potential sales channels, aiming at maximizing room sales revenue via proactive selling & commercial management techniques.
· Handing all telephonic, verbal and written inquiries promptly and in a manner meeting corporate standards.
	LE MERIDIEN FAIRWAY (
	)
	/  August 2008 - December 2010

	
	
	


Guest Relations Officer

· Assisting check in / out of hotel guests.
· Providing a courteous and professional service ensuring guest satisfaction and convenience.
· Managing guest complaints with due diligence, patience and understanding.
· Submitting daily cashier reports, balancing of cash float and preparing credit card balance reports.
· Handling of telephonic inquiries.
PALAU PLANTATION RESORT
/  November 2006 - May 2008

Reservations Officer / Receptionist

· Providing guests with the proper attention and maintaining a superior level of customer service.
· Handing guest complaints effectively and implementing the necessary actions in order to resolve the matter.
EDUCATION
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	BACHELOR OF SCIENCE IN COMMERCE
	/  June 1998 - 2000 & June 2003 - October 2005

	Holy Cross of Davao College, Philippines
	


SKILLS
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	Organisation
	Customer Service

	
	
	
	
	
	

	
	
	
	
	
	

	Team Work
	Communication

	
	
	
	
	

	
	
	
	
	
	

	High Pressure Situations
	Attention to Detail

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


PERSONAL DETAILS
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Date of Birth :

Nationality :

Visa Status :

Interests :



1st October 1980

Filipino

Visit Visa till 15 September 2017

Traveling and Outdoor Activities
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