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Professional Objective
Seeking a position as receptionist/admin assistant in your department that rewards loyalty, hard work, dependability and positive results in the team environment.
Executive Summary
Accomplished, energetic and with strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency. An ability to work under pressure in a past paced and time sensitive environment. Strongly self-motivated, enthusiastic, and committed to professional excellence. Able to communicate in Arabic language.
Career History
ALKHALIJ ENTERPRISES L.L.C
Al Quoz, Dubai, U.A.E
May 2006 – till date
Admin Assistant / Receptionist
Key Responsibilities
· Operate telephone switchboard to answer, screen and forward calls, providing information, taking messages and scheduling appointments. 
· Greet persons entering establishment, determine nature and purpose of visit, and direct or escort them to specific destinations. 
· Transmit information or documents to customers, using computer, mail, or facsimile machine. 
· Hear and resolve complaints from customers and public. 
· Perform administrative support tasks such as proofreading, transcribing handwritten information, and operating calculators or computers to work with pay records, invoices, balance sheets and other documents. 
· File and maintain records. 
· Provide information about establishment such as location of departments or offices, employees within the organization, or services provided. 
· Collect, sort, distribute and prepare mail, messages and courier deliveries. 
· Process and prepare memos, correspondence, travel vouchers, or other documents. 
· Receive payment and record receipts for services. 
· Ensure that office stationery and supplies are sufficient and regularly order new supplies when needed. 
· Liaise with hotels and travel agency to make hotel and flight bookings for employees. 
· Assist with egate processing for JAFZA employees, business clients and visitors. 
· Update office contact list and distribute updated list to employees. 
· Coordinating logistics for events and training. 
· Raise LPOs 
AL MUROOJ ROTANA- Spa & Paradise
Dubai, U.A.E
May 2005 – May 2006
Receptionist
Key Responsibilities
· Attend phone calls, concluded the nature of calls and assist callers 
· Responsible for taking the bookings for the spa 
· Kept detailed messages from the person called upon, containing name, call timing and business nature. 
· Keeping list of day to day appointments, bookings, cancellation on any services by all Guests 
· Monthly report of sales and roster for all employee 
· Keeping all stocks and procurement 
· Receiving deliveries and returns of the products and equipment 
	Educational Background
	

	Aurora Pioneer Memorial College
	

	Zambonga del Sur, Philippines
	

	DEGREE: Hotel and Restaurant Manangement
	1998

	Diploma in Creative NAIL ART TRAINING
	2005


Analytical Skills and Accounting Software
Proficient in the use of - MS Office (Word/Excel), internet, e-mailing. Arabic, English and Tagalog speaking.
Personal references
	Citizenship
	:
	Filipino

	Marital Status
	:
	Single

	Visa Status
	:
	canceled visa


