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Detail Oriented, consumer, Target and Competitive analysis, and research focused
PROGRESSIVE & GOAL ORIENTED
■■■
Combining strong administrative, Customer Service and communications expertise to promptly establish efficiency, resolve problems, and optimize productivity 
Service-driven, Filipino National, professional with broad skills in customer service, team communications, conflict resolution, and administrative leadership. Exceptionally organized and disciplined; possess well-developed interpersonal skills and the ability to motivate and direct others in a supportive, cooperative team environment. Manages multiple tasks to completion, handles interruptions, and remains focused to ensure detailed accuracy and optimal productivity. Experience in Education, Automotive and Hotel industries has cultivated a foundation of talent for top-level client services roles with detailed administrative & independent decision-making responsibility
· A result oriented professional with 8 years of experience, including 2.3 years in Middle East, in the field of Administration and Customer Service within diversified industries 
· Currently working as Program Co-ordinator with SP Jain School of Global Management, Dubai, UAE

· Solid practical knowledge and experience with detailed tasks of Administrative operations
· Possess the financial acumen & commercial flair needed to understand diverse market & identify potential opportunities
· Proficient in preparing structured MIS reports for senior management with detailed analysis
· Enthusiastic problem-solver with keen ability to rapidly assess diverse situational challenges, develop action plans, and lead team to meet or exceed targeted goals
· Team player who effectively meets goals through strong leadership, interpersonal communication, analytical abilities and rightful attitude
· Proficient in MS Office suite, Internet and Email applications

CAREER HIGHLIGHTS
Since Oct 2015 – Present:






Dubai, UAE
Program Coordinator
Responsibilities:
 
· Develop and monitor all educational programs and plan all education events and participate in seminars and workshops and coordinate with various departments for all marketing events. Schedule and organize meetings/events and maintain agenda
· Prepare and maintain documents for all education plans and implement and maintain all administrative processes as per SP Jain standards
· Perform various grant research and assist education programs and coordinate with various departments to maintain effective communication within organization. Act as a facilitator between the students and the faculty and ensure effective delivery of courses

· Assist in all admission process and monitor all direct mailings and phone all strategies and monitor and respond to all student information requests
· Monitor students who withdraw from courses and improves processes to increase retention; monitors registrations to ensure accuracy in academic advising

· Assist in compiling book order, stocking books, and book inventories; assists students by selling and returning books and merchandise
· Advise assigned students and maintains student academic records and files to ensure they represent an accurate, complete and current account of student’s academic progress

Mar 2011 – Aug 2015:



Transbilt Industrial Corporation, Philippine
Payroll / Administrative Assistant
Responsibilities:
 
· Prepared routine and non-routine correspondence such as memos, letters, email and other correspondence as required
· Assisted in maintaining the human resource database & all employee’s records & files. Responsible for performing a variety of human resource support duties
· Handled payroll processing and tracks and reports payroll information. Entered employee leave requests after ensuring that the proper approvals are in place and confirmed that employees resume duty as per the approved leave
· Completed assigned reporting functions involving attendance statistics, termination, hire and transfer data and other information assigned

· Assisted in informing new employees of human resource policies and programs as needed

· In charge of sending and receiving business correspondence as well as greeting clients and customers, storing, organizing and managing files
Nov 2004 – Jul 2006:



Sheraton Deira Hotel, Dubai, UAE
Guest Service Agent (Business Center & Club Lounge)
Responsibilities:
 
· Responsible for serving guest at the front desk, executive lounge reception and main lobby while providing the highest level of service possible in an efficient courteous and professional manner by following Sheraton Standards of aggressive hospitality and adhering to procedures
· Reviewed the daily arrivals and departures, house count, VIP list, SPG members and prepare welcome letters
· Greeted all guests at all times in a friendly and helpful manner and attempts to learn and use guest's name at every opportunity
· Organized the daily operation of the club lounge food and beverage service. Provide the club guests with professional and personal service and ensure that the food and beverage presentation and service are of the highest quality

· Performed check in, check out and room change procedures and ensures all data are entered completely into the hotel systems in accordance with reservation
· Attended to guest's complaints, inquiries and requests, referees problems to supervisor/Assistant Manager if he/she unable to assist

Previously held positions
Telephone Operator, Sheraton Deira Hotel, Dubai, UAE



           

Apr 2004 – Nov 2004
Administrative Assistant, White House Apartments, 72 door apartment complex, Philipines 

Jan 2000 – Dec 2003


EDUCATION AND CREDENTIALS

Bachelors (BS), Commerce (Major in Management)







2000
Colegio de San Juan de Letrán, Calamba, Laguna, Philippines
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Areas of Expertise


Client Relationship


Process Improvement


Admin Management


Change Management


Planning


Customer Focus


Analytical and Interpersonal Skills


Negotiations


Problem solving


Customer Retention
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