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Personal

Enthusiastic and detail-oriented.
Competent and effective.
Calm under pressure.

Skills                                                                             Good leadership and personal effectiveness.
Quality conscious.                                                        Excellent Customer Service.
Course Graduated                                                        March 1996 - Bachelor of Arts in Mass Communication                                 University of San Jose-Recoletos, Cebu City – Philippines  
PROFESSIONAL EXPERIENCE:
	

	Dubai, UAE  
Admin Officer, 
September 2014 – March 2015

 (6 mos. Contract)
DUTIES:

· Provide support to  the Operation Manager and Managing Director in their calendar, travel, meetings, events, producing agendas & minutes.
· Proactively assist in matters relating to Sales & Marketing.
· Responsible for the procurement of supplies; maintenance of inventory records; negotiating price, quality, and delivery.
· Establish and negotiate contract terms and conditions, and maintain supplier relationships

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs.
· Handling Correspondence
· Implement new procedures  & administrative systems.

	

	 Middle East Ltd., Dubai, UAE                                         (A Swedish Multinational Manufacturing Company )                    Market leader in heat transfer, separation and fluid handling   equipments. Creates products and solutions  used in the areas of food and water supply, building & construction, marine, energy, environmental protection and pharmaceuticals.                                 
Sales Coordinator                                June 2009 to July 2014
SALES COORDINATOR:
	


Takes care of Accounts Receivables & Payables.
	· 

	Sheraton Dubai Creek Hotel & Towers, Dubai, UAE
Guest Services Supervisor, April 2004 - June 2006 
DUTIES:

· Responsible for Front Office operations.
· Collaborates with the Guest Services Director on maximizing yield management strategies to achieve revenue and forecasting integrity.
· Responsible for recognition of  team members through regular assessment and performance  evaluation
· Responsible for Front Desk day-to-day coaching & training to ensure productivity and profitability


	Waterfront Airport Hotel & Casino, Lapu-Lapu City, Philippines
Duty  Manager, June  1996- April 2004
DUTIES:

· Deliver excellent customer service, at all times, ensuring guests’ comfort and safety.
· Deal with customer complaints in a professional and proactive manner.
· Propose and implement effective marketing strategies to maximise room occupancy levels.

· Control and manage all new credit application accounts, sales ledger management and payment administration.

· Maintain effective communication, at all times, among the team, hotel manager.

· Take responsibility for extra management tasks, as required, in the hotel manager’s absence.
· Report & action any security issues to the hotel manager immediately.




