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THERESA
THERESA.371531@2freemail.com 
	Objective


Currently looking for a new and challenging opportunity in a corporate environment; one which allows me to contribute to the organization by using my extensive administrative and coordination skills. I am accustomed to working to deadlines and organizing the complex schedules of senior executives. 
	Professional Experience


Kempinski Hotels SA (DMCC Branch) – Regional Office                          Dubai, United Arab Emirates

Office Manager ME&A
2016 - 2017

Office Manager / PA to SVP Operations ME&A
2013 - 2016

Office Manager – Sales & Marketing Regional Office ME&A
2011 - 2013

Duties and Responsibilities

Admin assistance for the Regional Team comprising of 12 Directors, VPs and SVP
· Coordinate and arrange travel, visa applications, room reservations, airport transfers etc.

· Organize Agenda & Schedule appointments and meetings

· Assist the Team’s travel claims and expenses

· Coordinated Trade Shows, Roadshow, Exhibitions and Fairs for Kempinski ME&A

· Train and supervise Office Coordinator and onboard Personal Assistants (PAs)
· Liaise with Government Relations Manager to ensure timely immigration and legal transactions

· Point of contact for network of PAs, Financial Controllers and Executive Offices of Hotel Owners and Properties, to SVP

· Administer budget and petty cash for the Regional Office supplies and equipment

· Assisted in coordination of the office re-modelling by external contractors

· Track employee anniversaries and celebrations and coordinate internal events accordingly

· Assist new Executives to use the electronic expense, purchase orders and payments systems as well as online reporting tools

· Responsible for the issuance of salary/employment certificates, NOCs or any formal correspondence for executives

· Administer application and renewal of the medical insurance for the Regional Team and their families

· Responsible for purchases, follow up for LPOs and invoices with all the concerned departments

· Monitor inventory control of all stationeries and equipment’s maintenance

· Created and maintain filing system

· Manage switchboard and screen calls for Executives

· Translation of employee engagement surveys to Tagalog

DMCC Related Duties (Licenses) - responsible for:
· Residence visa application, cancellations and renewals

· Renewal of the company’s Trade license 

· Applications, renewals of certificates and licenses (fire safety, fit-out, etc.)
· Purchase and renewal of parking for executives

· Dispersing JLT management communication to Regional Team Members – access cards, permits, permissions and approvals required from JLT

Kempinski Hotel Ajman





Ajman, United Arab Emirates

Office Manager – Sales & Marketing
2006 - 2011
Personal Assistant to Area Director Sales & Marketing
2002 - 2006

Secretary to Director Sales & Marketing
1998 – 2002

Duties and Responsibilities

· Organize DOSM’s Agenda & Schedule appointments and meetings

· Ensure strict confidentiality of sensitive information passing through the office

· Coordinate and arrange travel for the Director of Sales Marketing (DOSM) and Sales team i.e. Flight bookings and rooms reservations as well as internal administrative tasks for such travel.   Also assist the Sales Team

· Ensure adequate office supplies and ensures internal documentation is carried out

· Solely responsible for purchases, follow up for LPOs and invoices with the concerned department

· Handling of administrative matters for the staff within Sales Department

· Maintain and update directory entry file. Ensure sensible and effective use of telephones – all incoming calls are promptly disseminated to the right person or answered in an agreed manner

· Maintain and update inventory control of all collateral, gifts and giveaways

· Responsible for the incoming and outgoing faxes, filings / reproduces copies and disseminating them accordingly 

· Solely responsible in the high end office machines.  Ensure office equipment is handled in accordance to manufacturer’s instructions, procedures and specification to minimize breakdown and spoilage
· Maintain an up-to-date operating manual of the department comprising policies and procedures, rules and regulation, forms and form-flows

· Coordinate with courier and consignment

· Ensure that all required collaterals, press packs, photographs, giveaways for business sales trips are coordinated in advance and in schedule

· Maintain the highest standards of professional, ethical and attitude towards guest, clients and fellow colleagues

· Responsible for the monthly and annual sales reports for the Hotel, Corporate Office and Sales Offices worldwide
· Handle the competitor statistics in coordination with Front Office

· Assist in the Sales & Marketing Plan with DOSM in terms of statistics

· Coordinate with our Group Coordinator with regards to FAM trips/site inspection and schedule them accordingly

· Assisting leisure segments i.e. DMCs, Tour Operators, Travel agent, group queries and attending their needs if it can be handled by me

· Full assistance during Roadshows and exhibitions (GCC and GM Roadshows, ITB, WTM, GIBTM etc.)

· Determine and implement the standards and procedures of an effective filing system for the various business segments

· Provide adequate supplies of stationaries and to ensure that it is kept at all times

Marketing related description
· Assist in organizing events, meetings and conferences with hotels and arranging activities in coordination with Marketing Department

· Prepare vouchers and assist marketing on flyers and other collaterals for hotel promotions

· Responsible for communicating with Kempinski Hotels for collaterals from time to time

· Assist in the promotional campaigns where and when necessary.  Direct mailing.  Handling and updating all mailing lists (database)
Area related description

· Assist in the Market Research and Development for the expansions of Kempinski Hotels worldwide especially in the Middle East 

· Customer service for Area related works

· Completion of special projects as delegated by ADOSM

Systems Standards Inc. (Computer Company)



 Makati, Philippines

Secretary to the Business Manager






1996 – 1998

Gotesco Construction & Development Corp.



     Quezon City, Philippines

Secretary to the Assistant Vice President





1995 – 1996
Personalised Greetings





       Makati City, Philippines
Computer Encoder / Artist







1994 - 1995
World Care Drug





         Mandaluyong City, Philippines
Cashier / Clerk (working student)






1990 - 1992
	Employment Training


05-06 August 2007:
Microsoft Excel 2003 (Advanced)




Kempinski Hotel Ajman




Ajman, United Arab Emirates

2001 & 2003
:
Kandoo Keys to Service Training (internal training – 4 modules)



Ajman Kempinski Hotel & Resort




Ajman, United Arab Emirates

1994

:
Encoder / Artist



Galactic Icon (Graphics Company)




Makati City, Philippines

	Educational Background


1992 – 1994 
:
Computer Programming Operation (GRADUATE)



With Certificates




Makati City, Philippines

1989 – 1991
:
Dentistry (Proper)




De Ocampo Memorial College




Manila, Philippines

1987 – 1989 
:
Pre-Dentistry (GRADUATE)



De Ocampo Memorial College




Manila, Philippines

	Skills 


· Typing Speed of 40 – 45 wpm

· Microsoft Office:  Winword, Excel, Powerpoint, Corel Draw and Outlook
· ExpensePoint, Cisbox, MPC

· Can speak fluent English and Tagalog
	Personal Information


Date of Birth
:
11th July 1969

Nationality
:
Filipino
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