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CAREER OBJECTIVE

To obtain a position in a stable company, where I can fully utilize my skills and work experiences to benefit mutual growth and success.

SUMMARY



· Profile

:Female, 34, Single

· Nationality

:Filipino

· Current Location
:Dubai

· Visa Status

:Employment
EDUCATIONAL BACKGROUND



· Bachelor of Science in Hotel and Restaurant Management
Asian College of Technology



Cebu, Philippines 



October 2000


SKILLS


· Computer Literate (MS Word, MS Excel, PowerPoint and Outlook)

WORK EXPERIENCES



October 07, 2013 – September 9, 2015      CAPITAL SKY INVESTMENTS LLC
Dubai, UAE




Position: Receptionist cum Secretary
Duties and Responsibilities:
· Attending telephone calls, that includes screening before transferring to the appropriate person. Answering queries for Lane Rent a Car and Asia Car Rentals.
· Attending to guests and clients, by greeting and welcoming them. Offer them seats and a drinks while waiting.Assist and guide them to the CEO or the Chairman’s office if necessary.
· Sorting mails and forward to the appropriate person.

· Manage documents for signature of the CEO or the Chairman and coordinate with their PAespecially documents from other companies.
· Make monthly purchase requisition for the office stationeries and monitor its stockings.
· Responsible for calling suppliers for office maintenance and repair and coordinate with office boy.

· Make correspondence through letters and emails by using outlook, as per request by the CEO or managers.

· Responsible for calling applicants and conduct preliminary interview over the phone before scheduling them for the HR manager interview.
· Monitor wunderlist for any tasks given by the Vice-CEO and CEO.

· Manage flight booking if necessary.
· Responsible for monitoring fleet availability for reservations and responding to customer queries through email and via phone calls.
· Respond to customer complaints and make possible resolution for the complain of the two car rentals.
· Make rental agreement for new customers and update it in the system.
· Prepare invoices and statement of accounts for daily, weekly and monthly collectibles based on the contracts.
· Check and monitor salik account online and update charges for thecustomers account.
· Check and monitor RTA account for Traffic Fines incurred in every customer.
· Responsible in calling the customers for collections.
· Make reports for monthly projected and actual collectibles.
· Releases cheques to the suppliers and maintain logbook for each release.
· Update daily reports (utilization, cash collections, AP/AR and SOA’s).

·  Handling shift schedule and controlling overtime schedule in the absence of the actual supervisor.
· Encode agreements on RTA and on Speed System.

· Updating traffic fine in speed in the concerned agreement.

· Monitor delivery and off-hiring of vehicles.

·  Undertake any other duties as requested by the management.

Feb 18, 2013 – Aug 28, 2013   FINE INTERIORS TRADING AND MANUFACTURING CO.
Cebu, Philippines
(Manufacturing and Trading)

Position: Officer In-Charge – HRD

Duties and Responsibilities:

· Facilitate staff recruitment and selection process for the two companies, Fine Impressions and Scanwolf Philippines.

· Provide information and assistance to staff, supervisors and council on human resource and work related issues.

· Monitors staff performance and attendance activities.

· Conduct staff performance evaluations.

· Provide staff orientations for newly hired employees.

· Handles all government statutory benefits of the employees.

· Make monthly reports for SSS, Philhealth and HDMF (both online & over the counter).

· Make endorsements to the manpower agency for newly hired employees.

· Make memos.

· Facilitate hospitalizations of employees for admission.

· Updates 201 files of all employees.

· Payroll in-charge for the 3 companies, namely: Fine Impressions, Scanwolf Philippines Inc. and for the employees under  J’S& I Manpower Agency.

· Directly reporting to the General Manager.

May 29, 2009 – Feb 17, 2013      FINE INTERIORS TRADING AND MANUFACTURING CO.
Cebu, Philippines
(Manufacturing and Trading)




 Position: Receptionist/HR STAFF

Duties and Responsibilities:

· Responsible for all the telephone operations within the establishments.

· Transfers all calls from the outside to the specified persons per department.

· Arrange appointments for the General Manager.

· Manage hotel bookings for the visitors and suppliers from outside the country.

· Assist HR personnel in contacting applicants for the schedules of exams and interviews.

· Conduct examinations for applicants.

· Canvass prices from different suppliers for purchasing department.

· Make requisitions for office supplies from different departments.

· Receives statement of accounts from different suppliers for countering.

· Release cheques for suppliers every Saturday.

· In charge in contacting the suppliers with regards to fixing or repairing the office equipments. 

Dec 4, 2006 – Jun 30, 2008
ELICON PENSION HOUSE

Cebu, Philippines

Position: Front Desk Staff
Duties and Responsibilities:

· Concerned with the efficient rooming of all guests in the establishment.

· Sells, registers and assign rooms to incoming guest

· Settles all information and accounts for the guest

· Prepares reports of guest arrival, departure, no show, cancellations and other related matters.

· Look after deposit boxes, lost and found, and safety box.

· Answers queries of the guest and explains house rules

· Attends guest request and complains

· Responsible for all the telephone operations within the establishment.

· Transfers all calls from the outside to the guests rooms (according to special instructions by the guest) or to the hotel departments.

· Screens calls according to the guest preferences and rings the guest for an incoming call

· Answers all calls and inquiries from clients and potential clients regarding room rates, amenities and other hotel facts.

· Answers all calls from outside the hotel, from the guest rooms, and from the house phones.

· Makes wake-up calls according to the guests instructions

· Responsible for the financial accounts of the guests in the establishments.

· Receive and record payments of all bills from the guests.

· Keep the guest account s current

· Handles cash transactions, balances cash at the end of the shift, checks credit card s for its validity and updates currency.

· Disburse money for petty cash expenditures.

· Issues official receipts for all money receives

· Records guest charges in guest folio.

October 2005 – May 2006 SHANGRI-LA MACTAN RESORT AND SPA
Cebu, Philippines

Position: Service Associate – Food & Beverage Dept.

Duties and Responsibilities:

· Assist / guide guest to their preferred table.

· Receives order from the guest according to their preference and inform them the time when it will be serve.

· Up sell new food menu and drinks.

· Forward guest orders to the kitchen chef for cooking.

· Serve the food to the guest by course or by guest instructions.

· Clean and set-up the table for new guests.

ON-THE-JOB TRAINEE:



· Delta Philippine Dream Hotel

Cebu, Philippines
Restaurant Phase

December 1999 - March 2000

· Holiday Plaza Hotel

Cebu, Philippines
Hotel Phase

August 2000 – October 2000
