CURRICULUM VITAÉ

REYLYN 
REYLYN.10505@2freemail.com  
Key Qualifications
Over twenty two (22) years of experience in general office administration of which, nine (9) years was dedicated to administrative and secretarial work; five (5) years in owner’s association, facilities & property management; four (4) years in record keeping/management and four (4) years in sales coordination/consultation. 
Certification / Training
Course

:  M-100 Course – The Essentials of Community Association Management 
Conducted By
:  Dubai Land Department

   Real Estate Regulatory Agency - Dubai Real Estate Institute

   Dubai, United Arab Emirates

Training Date
:  11 – 13 July 2017

Professional Experience
Community Management Executive
Three60 Communities Management

(Three60 Communities Management is an independently owned real estate services company specializing in the management of Jointly Owned Property in the UAE.  Three60 supports Owners Associations, property owners and residents to establish, maintain and grow successful and sustainable communities)
Sheikh Zayed Rd., Al Quoz 3, Dubai UAE

30 September 2012 to Present

Property Manager Assistant 
Smith & Ken
Concorde Tower, Media City, Dubai UAE

01 January 2012 – 29 September 2012 
Admin & Accounts/HR/PA-Secretary and Sales
Real Heights Real Estate Broker
City Bay Business Center - Abu Hail, Deira Dubai UAE
01 September 2008 to 31 December 2011
Sales Coordinator/Admin & Accounts
Elite Style Real Estate

Al Attar Tower, Sheikh Zayed Road, Dubai UAE
1 November 2006 to 31 August 2008

Admin Assistant cum Record Officer  

Department of Agriculture - Caraballo & Southern Cordillera Agricultural Development (DA-CASCADE) 
“Economic Self-Reliance” Programme
(A Euro 22.4M bilateral integrated area development programme supported by the European Union) 

Philippines

January 2000 – July 31, 2006       

Personal Assistant/Management Secretary - Office of the Programme Co-Directors
Department of Agriculture-Caraballo & Southern Cordillera Agricultural Development (DA-CASCADE) 
“Economic Self-Reliance” Programme 

(A Euro 22.4M bilateral integrated area development programme supported by the European Union)
Philippines

January 1997 – December 1999
Duties and Responsibilities

Community Management Executive / Community Manager Assistant
Three60 Communities / Novus Community Management

Al Quoz, Dubai UAE

30 September 2012 to present
1. Supervise/oversee Community Management Coordinators portfolios

2. Act on behalf of the Community Manager on delegated administrative matters
3. Provide assistance during the recruitment process for CMC position
4. Providing high level of secretarial and administrative support to the Director of Communities Management, Community Managers, Operation Managers, Facilities Management – Contracts & Procurement division and other colleagues within the team
5. Assist in the budget process and amend excel spreadsheets, as required 
6. Assist in the preparation of IOAB documents for submission and registration according to RERA requirement
7. Routine preparation of documents including reports, proposals, briefing notes, invoices, memoranda and general correspondence
8. Assist with the preparation of all Owners Association Board Member meeting notices, agendas, supporting documentation and minutes are prepared and issued within the timeframes required under JOP Law and Directions, and according to the Three60 Company policy
9. Meeting bookings and co-ordination
10. Attending and giving support to the Community Managers during the Owners Annual General Assembly
11. Attending operational meetings with the Senior Community Manager, Operations Manager, Developers and building Service Providers
12. Preparing monthly newsletters of managed buildings 

13. Preparing building notices for owners and tenants in the building

14. Attending to Owners and tenants requests e.g. service charges, beach club fees, in-unit maintenance, chiller fees, move-in/out, fit-out & renovation, access card, maintenance issues
15. Updating the owner and  tenant information on the system
Property Manager Assistant

Smith & Ken

Concorde Tower, Media City, Dubai UAE

01 January 2012 – 29 September 2012 

1. Assisted the Property Manager to manage tenants e.g. finding tenants, handling leases, handling complaints move-out/in and evictions, if required
2. Assisted the Property Manager for the physical management of the property, including regular maintenance and emergency repairs

3. Assisted in the collection of rent from tenants

4. Assisted unit owners e.g. screening a tenant, handling security deposit, preparing tenancy agreement, terminating a lease, evicting a tenant, snagging and complying with property safety standards
5. Ensured the smooth and efficient running of the property management group by carrying out the day-to-day administration duties and supporting the Property Manager.

6. Meet and greet function for walk-in clients
7. Prepared and followed-up all leasing related paperwork.  This will include data entry on the system, invoicing & receipting and preparing contracts.

8. Maintained an accurate and up to date filing system ensuring that all relevant documentations are on file

9. Received, distributed and answered all correspondence and emails of the group
10. Conducted training for new staff within the property management group
11. Ensured that complaints and concerns from Owners and Tenants received are attended to speedily and satisfactorily
12. Ensured that all correspondence is prepared in accordance with established company guideline with regards to accepted forms of punctuation, grammar, layout, format, and standard. This will include the use of standards template where applicable, following established processes and routines, and the use of standard signature blocks. Additionally, insuring that all correspondence is of a high professional standard.

Admin & Accounts/HR/PA and Sales

Real Heights Real Estate Broker

City Bay Business Center - Abu Hail, Deira, Dubai UAE

01 September 2008 to 31 December 2011

1. Officer In-Charge – Admin/HR/Accounts section

2. Prepared balance sheet and monthly payroll in coordination with the Ministry of Labour (WPS)

3. Provided the day-to-day administrative requirements of each unit (travel and hotel/accommodation bookings, transportation reservations, supplies and materials reproduction)
4. Prepared employee appointment documents in accordance with UAE Labour Law
5. Handled petty cash fund and Company bank accounts
6. Prepared GMs requirement for travel (itinerary, hotel booking/reservation and air ticket reservation)
7. Monitored and placed telephone calls for the GM/Dep. GM
8. Drafted corporate business correspondence for the GM and Dep. GM
9. Assisted buyer and owner at the Dubai Land Department-RERA

10. Prepared Tenancy Contracts/Memorandum of Agreement/Sales Agreement for clients

11. Property hunting through online and actual visitation to my designated area of specialization
12. Posted properties online and Gulf News advertisement
13. Coordinated with Property Consultants in the sales process (e.g. preparation of brochures, price lists, payment plan and reservations form)

14. Handled Re-Sale units/Secondary market

Sales Coordinator/Admin-Accounts

Elite Style Real Estate

Al Attar Tower - Sheikh Zayed Road, Dubai UAE

1 November 2006 to 31 August 2008

1. Handled availability lists of various real estate projects and incorporate on the server/shared documents for Property Consultants

2. Assisted Property Consultants in the sales process (e.g. preparation of brochures, price lists, payment plan and reservations form)

3. Updated database/list of clients

4. Handled telephone sales inquiries and assists clients/owners with regards to real estate properties

5. Sent regular reminder letter/email to clients with regards to their payment/installment according to their payment plan/schedule

6. Courteously received and ushered visitors and clients

7. Operated assigned office machines and equipment
Education
College 
            Bachelor of Science in Secretarial Administration
                          Saint Mary’s University

                          Philippines
Personal Data
Nationality

Filipino

Place of Issue

Philippine Consulate General




Dubai, United Arab Emirates 

Date of Issue

14 August 2020
Character Reference
Available upon request[image: image1.png]



