CV No: 779880
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
PROFESSIONAL OBJECTIVE

A proficient professional that performs multi-level capacity functions in customer service, business management, sales, administration, training and development.  Ensures the highest standard of performance through excellence and professionalism.

QUALIFIED BY

Extensive experience in diverse business settings with financial, accounting, and IT background.  Highly capable of handling business processes & regarded for exemplary performance.

PROFESSIONAL EXPERIENCE

RESTAURANT (Family Business Venture) 

   
          - Restaurant Manager
Dubai, UAE




  
               
                          (Nov 2012 – Present)

·  Managing overall operations- marketing and advertising, operational services and daily functions including practice and adherence of government regulations and standards.

·  Develops with owners short and long term goals, budget proposals, market sourcing and consumer trends, menu planning and pricing.  Implementing systems on food handling, stock inventory and public relations and customer service.  

·  Administration and supervision of restaurant staff, outsourcing and suppliers. Resolves maintenance issues, customer concerns and complaints, government regulatory officer check.
UNION HOLDING COMPANY 


      

       - Executive Secretary to the MD
RAK, UAE




  
               
                         (Feb 2012 – Oct 2012)

·  In charge of pertinent executive requirements, management support and representation.
·  Maintains varied appointment schedules of MD, expanding to his management of 21 subsidiaries.  Key person in coordinating and arranging business and board meetings with top level executives. In charge of travel and business requirements and coordination with external business associates.
·  Overall handling of confidential and sensitive business and legal documents, managing record and information distribution with key personnel.  Screening and filtering of correspondences, drafting memos  and letters, liaising and  initiating communications in behalf of the MD
·   Performs other related duties as assigned.

MAERSK DRILLING
  


      

                     - Secretary to the Area Manager
Jebel Ali Free Zone, Dubai




  
                        (June 2008 – Oct 2011)

·  Directly reporting to Area Manager.  Handling overall administrative operations and designed & implemented quality systems.

·  Key person in coordinating and arranging of all office & personnel requirements (travel & hotel, business and board meetings).  
·  Liaises with external affairs and responsible for visa facilitation for onshore & offshore personnel.  

·  Additional responsibilities on accounts & logistics tasks.
BURJ AL ARAB HOTEL
                                           

    
                - Guest Services Executive 

DUBAI, UAE        

   
         
      

                     (December 2004-February 2007)

·   Excellent front-line service for all hotel guests in different areas of the health & leisure department covering all products and services; guest’s requests (show around) & queries, resolving guest’s issues & concerns; bookings, reservations, billings & memberships.

·   Administrative functions-quality reviews, performance and revenue reports.

·   Trainer for inter-hotel requirements involving reception and services.
·   Performs sales functions in line with departmental objectives.

EDUCATION

BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION,



MAJOR IN ACCOUNTING 



PAMANTASAN NG LUNGSOD NG MAYNILA



Intramuros, Manila



OUR LADY OF THE SACRED HEART SCHOOL



Plaridel, Quezon City



PRIMARY AND SECONDARY EDUCATION

TRAININGS, SCHOLARSIP & SPECIALIZED EDUCATION



INTERNAL QUALITY REVIEW, Burj Al Arab, 2008

TASK TRAINING, Burj Al Arab Hotel, 2008


MICROSOFT OFFICE APPLICATIONS, Dept. of Transportation and Communications, Telecommunications Office-Telecommunications Training Institute, 2001; New Horizons Learning Center, 2003 scholarship
APPLICATIONS OF INFORMATION TECHNOLOGY (I.T.) IN BUSINESS, Asia Pacific College (APC), 2003; scholarship



COMPREHENSIVE PROGRAMMING, De La Salle University, 2002

REFERENCES



Will be furnished upon request
