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MARY 
Email Add: mary.375588@2freemail.com 
Date of Birth: October 30, 1983
PROFESSIONAL WORK EXPERIENCE
Raviz Center Point Hotel, Dubai U.A.E (4 Star)
Raviz Center Point, the luxury four star hotel, a member of RP Group of companies’. Strategically located in the heart of Dubai.
Sales Executive (November 2014 to present)
· Researching and identifying sales opportunity, generating leads, target identification and classification 
· Reaching out to new customers and making presentations the benefits of product/ services. 
· Understanding the client requirements and then customizing the product/ services as per their needs. 
· Ensuring proper servicing and after sales support to clients. Follow-up sales leads 
· Maintaining relationship with all potential and existing clients to repeat the business. 
· Data reporting to management and gathering market intelligence. 
La Gaufrette (Byblos Hospitality), Dubai U.A.E
La Gaufrette, a first of its kind coffee shop opens as an answer to the surging tourism industry’s need for a multi-cuisine platform that offered world-class service.
Accounts Assistant- Accounts Receivable (July 2012 to August 2014)
· Preparing the monthly statement of account and updating the receivables. 
· Following up the receivables and maintaining the customer invoices record and receipts. 
· Responsible for the Daily Sale Report and credit card summary report. 
· Posting the sales journal, cash and credit sales. 
· Making and checking invoices to be posted in the system. 
· Ad hoc duties to be assigned by the superior. 
Assistance Alliance International, Philippines (AAI)
The company is a member of the International Assistance Group. Adopting the concept of the Local Partners. The world's foremost assistance networks, with correspondents in more than 200 countries. The International Assistance Group is a global network of independent assistance companies, specializing in the provision of world-wide medical and travel assistance, automobile and other innovative assistance packages, tailored to customer needs. (Clients: JP Morgan Chevrolet, Toyota, Honda, Hyundai, Resort World, Shangri-La, etc.)
Partner Insurance:  ACE, AXA, Chartis, Generali, Monarch, Philippine British, etc..
Operations Supervisor  - November 2011 to March 31, 2012
Team Leader
- November 2010 to November 2011
Operations Coordinator  - August 2008 to November 2010
· Conducts necessary staff meetings to address issues, concerns, directive from time to time. 
· Formulates and recommends necessary operations procedure for the smooth flow of the department's overall work performance 
· Responsible to management for all weekly or monthly reports of the department. 
· Attends meeting with the clients and prepares necessary reports to different clients as needed. 
· Signs and approves internal documents as petty cash vouchers, cash advances, transmittal slips, replenishment and liquidation forms. 
· Monitors attendance and the overall performance of each staff. 
· Work with marketing to drive programs, conducting contracts. 
· Dealing with the local and international insurance. 
· Reviewing the policy and schedule of benefits per insurance. 
Royal Ascot Hotel, Dubai U.A.E (4 Star)
The hotel features and amenities speak for the well-placed recognition it has been accorded both by local guests and visiting businessmen. Its location strategically makes the Royal Ascot Hotel most-sought occupancy in Dubai. The Royal Ascot Hotel finds its respect in the heart of one of the city’s busiest business and commercial districts Bank Street.
Front Desk Receptionist / Concierge (October 2006 to February 2008)
· Responsible for checking guest in and out of the hotel. 
· Issues room keys, pamphlets, discount cards, etc. 
· Works in conjunction with the bell staff to assist guest to their rooms. 
· Maintain an inventory of vacancies, reservations. Check the daily record sheets as well. 
· Answering various questions from guests. 
· Arranges transportation for the guests. 
EDUCATIONAL ATTAINMENT
Sales and Marketing Professional – Laurels Institute, Dubai U.A.E (February 2015)
Bachelor of Science in Information Technology- AMA Computer University, Philippines (Batch 2005)
SEMINARS AND TRAININGS
· Purpose Stewardship (PSI) : September 2-5,2010 (Batch 238) 
· Customer Service Management/Orientation: September 18, 2009 
· Hotel and Restaurant Services Training (TESDA): June to October 2006 
· Time Management Seminar: September 29, 2004 
Character reference will be available upon request.
