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MARIA RUSSEL 

Address: Al Nahda 2 Dubai

E-mail Address: Maria.381474@2freemail.com

WORKING EXPERIENCES:

ROTANA

Human Resources Secretary

Dubai

April 9, 2017 – Present

DUTIES AND RESPONSIBILITIES

· Assist in the administration of the recruitment process as per the Rotana standards to ensure accuracy of documentation and filing.
· Prepare all necessary documents of new joiners to ensure payroll activation and the smooth integration of the new colleague to the team.
· Process administration requests to ensure colleague needs are met.
· Prepare requisitions to ensure adequate items and stationary are available for a smooth Human Resources operation
· Assist leavers with their exit procedures to facilitate a smooth departure from the hotel
· Operate in a safe and environmentally friendly way to protect guest’s health and safety, as well as protect and conserve the environment.
· Comply with the environmental, health and safety policies and procedures.
· Responsible for air ticket booking (repatriation, vacation, business purpose etc.) of colleagues.
AL AIN ROTANA

Human Resources Secretary

Al Ain

November 21, 2016 – April 7, 2017

DUTIES AND RESPONSIBILITIES

· Assist in the administration of the recruitment process as per the Rotana standards to ensure accuracy of documentation and filing.
· Process administration requests to ensure colleague needs are met.
· Prepare requisitions to ensure adequate items and stationary are available for a smooth Human Resources operation
· Assist leavers with their exit procedures to facilitate a smooth departure from the hotel
· Operate in a safe and environmentally friendly way to protect guest’s health and safety, as well as protect and conserve the environment.
· Comply with the environmental, health and safety policies and procedures.
BEACH ROTANA HOTEL ABU, DHABI

Executive Assistant Manager Secretary – Hotel Apartments

Abu Dhabi UAE

December 22, 2013 – November 20, 2016

DUTIES AND RESPONSIBILITIES

· Organize daily incoming correspondence, make preliminary assessment and handle and respond as appropriate
· Act in coordination with the Executive Secretary
· Compose and prepare routine correspondence and prepare simple interpretation of documents and correspondence if requested.
· Prepare, assemble and distribute various reports and documents
· Receive and screen all incoming telephone calls, provide and receive information or refer the matters to the appropriate person to handle
· Keep calendar constantly updated to facilitate appointment and meeting schedules for EAM/GM
· Establish and maintain various filling/records/database of business contacts, trace pending items and follow up as appropriate
· Assist in organizing general files, store areas, and other office materials ensuring orderliness at the Executive Office
· Arrange various meetings and take minutes
· Function as administrative link to ensure that all parties receive the relevant information respectively
· Organize business travel arrangements and other duties as assigned
· Manages the online portals for guest feedback i.e. Market Metrix, Trip Advisor, etc. and ensures that all guest comments are acted on the replied to promptly. Correspondence to the guests must be at the advice of EAM or GM
· Operate in a safe and environmentally friendly way to protect guests’ and colleagues’ health and safety, as well as protect and conserve the environment
· Comply with the hotel environmental, health and safety policies and procedures
BEACH ROTANA HOTEL ABU, DHABI

Lobby Hostess

Abu Dhabi UAE

March 8, 2012 – December 22, 2013

DUTIES AND RESPONSIBILITIES

· Offer consistently professional, friendly, warm and engaging service.
· Be available for guest at all times as a point of contact.
· Maintain effective communication with all related departments to ensure a smooth service delivery.
· Extend personal service and attention to all guests, with particular emphasis to Club Rotana and VIP Guest.
· Ensure that the rooming of all guests is according to the “Leading Hotels of the World “standards.
· Escort of Club Rotana Guest to Executive Floor for Check-in
· Maintain an up to date knowledge of the hotel and local services and supply information and respond to guest queries.
· Deal promptly, promote and maintain good public relations and enhances sales for the Hotel at every opportunity
· Operate in a safe and environmentally friendly way to project and employees health and safety, as well as protect and conserve the environment.
· Comply with the hotel environmental, health and safety policies and procedures.
FAR EAST HOTEL MANAGEMENT AND CONSULTANCY, INC.

QUEZON POWER PLANT

Village Cafeteria

F&B Supervisor

Brgy. Cagsiay I, Mauban, Quezon Philippines

July 22, 2010 – September 24, 2011

DUTIES AND RESPONSIBILITIES

· To ensure that the most suitably person is appointed in the event of a vacancy wherever possible this should be an internal promotion.
· To ensure maximum security in all areas under control.
· To liaise with customers regarding special function.
· To ensure that the table appointments, including flower arrangement, are impeccable and that the tables are set correctly.
· To ensure that the stations have their correct mis-en-place.
· To ensure that the faults and defects are reported to maintenance and action without delay.
· To maintain high standards of morale and personal appearance of all staff.
· To ensure fair and equitable discipline, yet complying with house or company regulations.
· To investigate and action the causes of staff grievances.
· To be aware of all statutory regulations affecting safety and ensure that any safety hazard is rectified.
· To ensure that all stocks and supplies are requested timely, correct stock levels maintained and stored under optimum conditions.
· To ensure regular stocktaking of all operating equipment and specified intervals.
· To ensure that operating equipment is properly used and not abused.
· To ensure effective communication by attending meetings as required and holding staff meetings on a regular basis.
· To hold regular On-the-Job training sessions to ensure that staff can perform their duties correctly.
· To give feedback on guest letters and comments.
· To maintain a high degree of interest in self- development, displaying this by making suggestions for realistic improvement.
· Regular checking the quality of buffet.
· Assisting guest when coming to the restaurant.
· Checking outlet reservation.
· Maintaining Far East standards in terms of service to the guests.
THE PENINSULA MANILA

The Lobby

F&B Lobby Attendant

Corner Ayala and Makati Avenues

1226 Makati, City Metro Manila Philippines

October 10, 2009 – March 10, 2010

DUTIES AND RESPONSIBILITIES

· Greeting and offering of chair assistance to the guest including unfolding of napkin.
· Offering of food and/or drink menus. If single diners offering of reading materials.
· Taking of food and/or drink order.
· Serving and preparing of food and/or drink order.
· Preparing of table setting.
· Clearing of glasses, plates and cutleries and cleaning up of tables.
· Presenting of bill.
· Bidding of farewell to the guest.
· Re – setting of table.
MANG INASAL RESTAURANT

Counter Station Supervisor / Head Cashier

1st Level, SM City Lucena

Dalahican Road, Lucena City Philippines

March 12, 2009 – July 26, 2009

DUTIES AND RESPONSIBILITIES

· Performing cashier task including (smiling and greeting, taking of orders and do suggestive selling, punching of order, repeating of order, stating of the amount or bill, receiving of payment and giving of receipt, handing of pending number and change if any and saying “THANK YOU” and ask repeat business) opening procedure, order taking – delivery, closing procedure, and standard preparation of orders for delivery.
· Ensuring that the net overage/shortage of the store fund must be within the tolerable allowance.
· Ensuring that all expenses and cash pull – outs must be properly documented using a CPO (Cash Pull- Out) slip and/or petty cash voucher.
· Preparation of coins and bills requisition that must be submitted to the bank based on store needs.
· Endorsing of a minimal amount to be determined by the store manager on the day of leave or on rest day.
· Providing of loose bills for changing and when exchange of money takes place during the absence of a designated cashier.
· Performing senior citizen discount.
· Handling customer complaint.
PRACTICUM ATTENDED:

PAN PACIFIC HOTEL SINGAPORE

Atrium Lounge

Raffles Boulevard, Singapore

January 24, 2006 - July 26, 2006

AMREACH TRAVEL AND TOURS

2nd Level, SM City Lucena

Dalahican Road, Lucena City Philippines

April 16, 2007 - June 3, 2007

EDUCATIONAL BACKGROUND:

TERTIARY
Bachelor of Science in Tourism

Manuel S. Enverga University Foundation

Site, Lucena City Philippines

(2003 - 2008)

Associate in Hotel and Restaurant Management Manuel S. Enverga University Foundation Site, Lucena City Philippines (2007 - 2008)

Bachelor of Science in Information Management Marinduque State College

Tanza, Boac Marinduque Philippines

(2001 - 2003)

SEMINARS/TRAININGS ATTENDED:

Complaint Handling

Beach Rotana Hotel Abu Dhabi

Learning and Development Center

On-Job Training Techniques

Beach Rotana Hotel Abu Dhabi

Learning and Development Center

Destination Leadership

Beach Rotana Hotel Abu Dhabi

Learning and Development Center

Executive Administration Cross - Training

(Admin Secretary)

Beach Rotana Hotel Apartment

Front Office Cross – Exposure/Reliever

Business Center

Beach Rotana Hotel Abu Dhabi

Banquet Administration Cross-Training

(Secretary Position)

Beach Rotana Hotel Abu Dhabi

(February – May 2013)

Abu Dhabi Tourism and Culture Authority

Abu Dhabi Culture and Heritage &Workshop

Park Rotana, Abu Dhabi

(April 15, 2013)

AWARDS/ACHIEVEMENTS

Consistent Honor Student (Primary and Secondary Level)

Academic Award (Tertiary Level)

Leadership Award (Tertiary Level)

Most Outstanding Female Student of the Year (1st Runner Up)

PERSONAL INFORMATION

	Name
	:
	Maria Russel M. Saludes

	Birth date
	:
	April 17, 1983

	Birth place
	:
	Mauban, Quezon

	Status
	:
	Single

	Nationality
	:
	Filipino

	Height
	:
	5’5”

	Weight
	:
	53 kg.

	Gender
	:
	Female

	Religion
	:
	Roman Catholic

	Father
	:
	Manuel J. Saludes

	Mother
	:
	Isabelita M. Saludes

	Language
	:
	English and Filipino


SKILLS

· Computer literate with basic Opera system knowledge
· Skills and knowledge in Hotel and Restaurant operations
· Handling online review responses in Revinate
· Customer oriented
· Clerical and secretarial skills
CHARACTER REFERENCES

MS. RAMONA MERHEJ

Director of Human Resources

Al Ain Rotana

Tel No. +971 (0)) 3 7545111

MS. EMILY ISSA

Human Resources Manager

Hili Rayhaan

Tel No. +971 (0) 3 7053333

MR. FOUAD HAMADE

General Manager

Arabian Park Hotel & Park Hotel Apartments

PO Box: 122382, Dubai – UAE

Tel. No. + 971 (0) 4 3245999
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

