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CAREER OBJECTIVE
To obtain a position in an organization that will benefit from my initiative, capabilities, and contribution. I am especially interested in a position with the potential for advancement and increased decision-making responsibilities.
Summary of Qualifications:
· Operate photocopier, facsimile or other office equipment. 
· ADACO, Hits, requesting office supplies or stationaries.. 
· In-depth knowledge of application tracking software and complete recruitment cycle. 
· Arranging flights details for the staff. 
· Detail oriented with excellent organizational and management skills. 
· Self-starter and has the ability to work efficiently in a dynamic environment. 
· Extensive knowledge of Opera Fidelio, Micro Soft Outlook, Word and Excel , Power Point. 
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PROFESSIONAL EXPERIENCE
01st Aug 2011– 03rd Jun 2012
01st Jun 2011-31st July 2011 Part time only Pre Opening of St. Regis Saadiyat Island
Recruitment Coordinator/HR Admin Pre-Opening of St. Regis Saadiyat Island Abu Dhabi .
· Conduct new hire orientations. 
· Lead the creation of a recruiting and interviewing plan for each open position. 
· Responsible for maintaining the database of applicant tracking system 
· Perform tasks of processing all paperwork from candidates to generate offers for the positions. 
· Handle responsibilities of posting job openings onto the applicant tracking system database . 
· Responsible for reviewing resumes to identify qualified applicant, Contracts 
· Correspond with candidates and newly hired employees via email and phone to insure proper submission of documents. 
· Responsible for sending and receiving employment documents via email and DHL. 
· Preparing the letter for the staff like, salary certificate, Internet connection, letter from the bank etc. 
· Maintain statistics for advertisements, websites, applicants and phone calls 
· Assisting the PRO to apply for the employment visa, CID clearance, residence visa, Emirates ID and monitoring the expiring date of the passport of the staff. 
· Assisting the pickup and drop of the staff in the airport. 
· Preparing the needs of the new staff like, accommodation uniform, shoes, name badges, locker room etc. 
· Assisting the needs of the staff like letter, passport copy etc. 
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11th May 2010– 28 May 2011
Receptionist at Millennium Hotel Abu Dhabi
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· Welcoming the guest in the hotel and help them for the check in and check out procedure, Upselling. 
· Ensure that guest give a proper information about there booking. 
· Follow the morning checklist 
· Sending Message to guest. 
· Blocking the room for the arrival guest, Cashiering 
· Preparing the registration card and key especially for the VIP guest and group arrival. 
· Updating the registration card for the guest who arrives. 
· Check all the hand over and traces given from night shift or afternoon shift. 
· Taking the wake up call for the guest and ensure that inform the operator. 
· Sending fax international and local. 
· Answering telephone outgoing and incoming calls. 
· Reconfirming the flight. 
· Following up the departure. 
· Filling registration card, ensure all the checks are correct and documents are attach properly. 
· Making booking for walk-in guest and telephone booking. 
· Assisting complain, Preparing for the handover for the next shift. 
18thJanuary 2009-April 30 2010
Guest Services Agent at Le Meriden Mina Seyahi Beach and Resorts Dubai U.A.E
· Promptly assist customers with any request. Record guests and complaints and promptly forwards request to the relevant departments in SGR software. Follow up that request are handled in timely manner and up to customer’s satisfaction using the SGR system. 
· Takes restaurant reservation as required and logs these according to set standard through the restaurant reservation system. 
· Reconfirm and changes flights as requested from guest. 
· Feeds the guest questionnaire in the software available, complies the reports. 
· Give guest information about Dubai and hotel facilities. 
· Assist guest with logging on to the internet, scanning, of documents and other administrative assistance. 
· Assisting Front Office check in-check out and Telephone Operator in various duties as required. 
· Monitoring the fire control panel and pool alarm. Is fully aware of all emergency procedures in the event of fire/pool alarm, bomb alarm, medical assistance, etc. 
· Perform all telephone operator duties such as paging, and radioing team members, making copies, sending & receiving faxes and dispatching 
	accordingly, setting wake up calls, message taking, etc.
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· During night assist Front Desk with the folio bucket check. 
· Cashiering , changing foreign currency. 
· Assist with preparation of the registration cards, arrival letters, departure letters for next day’s arrivals and departures and other light duties. 
· Taking restaurant reservation using “respak”. 
Nov 11th 2001 to Nov 11th 2004
Cabin Crew at Qatar Airways
· To handle the passenger complain 
· Attending to the passenger need’s and want 
· Good communication between the crew and passenger 
· Safety and Security of the Aircraft 
· Knowledge of Fire fighting 
· Knowledge of Basic First Aid 
· Knowledge of Security Course and Dangerous Goods 
27th November 1997-05 January 2001
Waitress/ / Hostess for the Regency Club Executive Lounge, Hyatt Regency Dubai (5*)
· Assisting all VIP guest of the hotel and all members of the Executive Lounge 
· Taking hotel, restaurants, tours and ticket reservations for all regular and VIP guest of the hotel, both foreign and local. 
· Assisting the hotel guest in check-in and check-out procedures 
· Arranging the seminars, meeting and conferences for all in-house guests 
· Ensures that guest’s needs and expectations are met by providing efficient and professional service. 
· Assist the guest for there breakfast, afternoon tea, dinner and cocktail drinks. 
Practical Training:
· Pagsanjan Rapids Hotel 
· On the Job Training April 1 to 30, 1997 Doha,Qatar 
· Crew Resource Management Training - January 26th to 27th 2002 
· Qatar Aeronotical College ,Dangerous Goods Course in accordance with IATA DGR - July 13th 04 
· Avaition Aeronotical College Avaition Security Course- July 13th 2004 
· Emirates Training College in Dubai ,Fire Fighting Training - May 2nd 2002 
· Emirates Training College in Dubai A-300 600 SEP Practical - November 22nd 2001 Doha,Qatar 
· Basic Cabin Services and SEP December 2nd to January 28, 2002 
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PERSONAL DETAILS
· Nationality : Filipino 
· Birth Date : 31 August 1978 
· Weight : 75kg 
· Height : 162 cm 
· Marital Status : Married 
· Eye glasses : No 
· Language : English, Tagalog and Basic Arabic 
· Passport No : EB5101185 
· Availability Anytime (Husband visa) 
EDUCATIONAL BACKGROUND
College 1997 graduate of MFMC, Alaminos, Laguna Philippines
Associate of Hotel & Restaurant Management
Secondary1994 graduate of MFMA, Alaminos, Laguna Philippines
REFERENCES
Available Upon Request
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