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Personal Profile
My work experienceand skills are centralised and focused in the areas in and around the hotel.
To plan, organize, coordinate, implement and monitor with appropriate action on all related activities of the hotel respectively and under the guidance of the Business Development Manage and General Manager on a day to day operations.

Business Experience
December 7, 2014 
Executive Secretary / HR Coordinator  

Duties and Responsibilities:

· Flexible / Organize, Resourceful, Proactive and Self Motivated

· Enthusiastic, Energetic, Smiling and Passionate

· Promote efficiency, confidence, courtesy and extremely high standard of social skills

· Display pleasant manners and positive attitude at all times

· Daily attendance monitoring for staff came late / absentees and report to the management 

· Responsible for the monthly Payroll attendance Input and forwarded to finance for Payroll 

· Vacation Leave / Emergency Leave / Final Settlement for all employees 
· Prepared the required documents needed for Employment cancellation.

· Submit the HR Statistics to the Head Office

· Preparing the contract for new staff  
· Whenever an employee resigns from his current assignments, it is the responsibility of the HR to intervene immediately to find out the reasons which prompted the employee to resign.

· Sit with the employee and discuss the various issues face to face.

· Organize and conduct motivational activities inside and outside the workplace.

· Launch various incentive schemes for the top performers to motivate them.

· Conducts surveys to know the concerns of each staff.

· Arranging flight booking for associates going on vacation, newly hired and associates cancellation;

· Responsible for the processing of Health Insurance, Employment Medical 

· Assisting the PRO for Emirates ID & Occupational Health Card for all the associates 
· Coordinate with the PRO for the application of employment visa / renewal / cancellation, Emirates ID processing, Hotel license etc;

· Kept abreast with labor laws of UAE, and update the staff accordingly

· Responsible in calculating leave balance, gratuity eligibility, sick leave records of the staff and get it approved by General Manager.

· Maintain and update all the employees records, including training records, in the personnel folders and Human Resources System (PAYTRAX)

· Responsible for the safekeeping and release of passport and other important documents of all employees;

· Responsible for the scheduling of the Meeting, Training and arrange location Center.

· Coordinate Employee appraisals – Annual & Probationary - as per company policies and ensure actions taken on the same.
· Responsible for ensuring that rules and regulations are followed at work.

Others:

· Requisition of office supplies.

· Attend the inquiries of other HR related concerns of the employees.

January 08, 2014 to November 2014
Group Sales 

Managed by Mohamed Omar Bin Haider Hospitality Group 
Duties &Responsibilities:
· To maintain an organized, systematic and updated filling system (hard copies and hard disc back up), in order to ensure easy accessibility to required data and avail loss data from the hardware.
· To compose letters, memos faxes and other email on behalf of the Director of Sales and Marketing and other Sales Managers.

· To maintain a prompt and accurate follow up and trace system for the Director’s correspondence.

· To handle all incoming calls & guest inquiries in the absence of the sales team & channel to the concerned department if the inquiry requires immediate action.
· To promptly dispatch mails and facsimile documents with the Sales department 

· To maintain adequate stock of office supplies and initiate requisition.

· To maintain and replenish Brochures, Fact Sheets and F & B flyers 

· To ensure that the Sales and Marketing month end report is accomplished and submitted on time
· To ensure that all correspondence and offers related to the sales team goes out within maximum 24 hours.
· To organize own time and set up priorities ensuring maximum use of working day.
· To report to work punctually in proper and neat uniform complete with name tag at all times 
· To ensure full knowledge of hotel facilities and services 
· To make a thorough check on the premises and operating equipment to determine cleanliness and orderliness.
· To communicate well at all levels dealing with the various administrative demands placed by the pressurized working environment
· To be flexible and to adapt the sudden increase in working hours if and when working demand arises.

· To schedule the breaks so that the sale office is manned at all times
· To ensure that all equipment is in proper working order and to cultivate care for all equipment used ( copier, fax and PC’s) 
General Responsibilities:
· To promote efficiency, confidence, courtesy and an extremely high standard of social skills. 
· To attend the Training Classes organized Training / HR Manager.

· To generally promote and ensure good inter –departmental relations

· To display a pleasant manner and positive attitude at all times and to promote a good company Image to guests and colleagues

· T demonstrate pride in the workplace and personal appearance at all times when representing the hotel thus identifying a high level of commitment
· To adhere to Company and Hotel rules and regulations at all times
· To maintain perfect grooming standard and uniform standards all the time 
· To keep the leave card up to date 
· To keep the mobile phone on silent mode always as enters in the Hotel premises
· To keep the working desk clean and tidy 
· To keep the office equipment clean and safe 
Occasional Responsibilities:

· To report any equipment failures/ problems to the Maintenance Department 

· To participate in any Training / Development schemes as recommended by senior management

· To comply with any reasonable request made by management to the best of my ability 

Legal Responsibilities:

· To ensure that the standards required by Law and by Management are maintained at all times in the areas specified above.
October 2013 to December 2014
Novotel and Ibis Al Barsha 

Group Sales Manager 
Responsibilities:

· Handling Leisure groups for Ibis Hotel – 480 room inventory an Novotel 465 room inventory 

· Identifies market needs and trends 

· To entertain existing and prospective clients 

· To make a minimum amount of account maintenance calls as specified by Director of Sales 

· To carry out initiatives to identify new potential accounts when needed be

· To handle all products, services or sales related inquiries coming from clients and from sales department

· Maintain or exceed budgeted sales and profits in all areas 

· To solicit new and existing accounts to meet / exceed revenue goas through telephone solicitation, outside sales calls, site inspections and written communication

· To evaluate each piece of group business leisure to ensure business can be properly serviced
· Understand ole market fluctuations have on up – selling opportunities 
· To cross sell other Accor properties 
· To attend Sales and Marketing Meeting 
· To promote all facilities at all times
· To distribute company’s promotional material and collaterals as required 

· To ensure all accounts have full compliance to the hotel credit procedures 
· Implement cost savings procedures in in electricity, operating supplies and other controllable cost in relation to service operations
· Use sales platforms and other tools to enhance business potential 

· Established two – way communication with related departments like front office and Food & Beverages outlets.

· Prepare Group Contract, Pro forma invoice, Resume base on the further discussion with the client
Group and Events Executive   



September 01, 2010 
Dusit Thani Dubai

Duties &Responsibilities:

· Identifies market needs and trends 

· To entertain existing and prospective clients

· To make a minimum amount of account maintenance call as specified by DOE / DOSM 

· To carry out initiatives to identify new potential accounts when need be 

· To handle all products, services or sales related inquiries coming from clients and from sales department  

· To participate and assist in regional and other blitzes 

· Maintain or exceed budgeted sales and profits in all areas 

· To solicit new and existing accounts to meet\exceed revenue goals through telephone solicitation, outside sales calls, site inspections and written communication.

· To evaluate each piece of catering business to ensure business can be properly serviced.

· Understand role market fluctuations have on up –selling opportunities.

· To cross sell other Dusit properties 

· To attend Sales & Marketing, PR Functions and project the right image for the hotel 

· To promote all facilities at all times 

· To distribute company’s promotional material and collaterals as required.

· To ensure all accounts have full compliance to the hotel credit procedures 

· Lobby management during VIP arrival and VIP client gatherings in con junction with Sales and CCS team and attend all nationals days in house or outside the hotel 

· Implement cost savings procedures in electricity, operating supplies and other controllable costs in relation to service operations.

· Use sales platforms and other tools to enhance business potential.

· Establishes two –way communication with related departments like banquet sales, Kitchen and other outlets.

· Prepares Banquet Event Order and Group Resume based on the further discussion with the client 

· Ensure that all reports are maintained of functions, proposals on a daily, weekly, monthly basis as required; make sales calls when required and productivity reports.  

Some of Residential and Non Residential groups was handle earlier
· IIR Middle East (The Institute for International Research)annual contract for Meeting, conference, exhibitions and training.

· Ernst & Young series of meetings and trainings  

· Datamatix 

· Euro Petroleum Consultant series of meetings and trainings 

· Gebeco series (groups)
· German series 

· Norwegian series 

· Takaful Conference held at Dusit Thani Dubai yearly (mega events) 
Group Coordinator 






Mar 18, 2007
Dusit Thani Dubai

Duties &Responsibilities:

· Preparing Proposal or Contract 

· Input the booking in the Opera System Events& Hotel Rooms (Group) 

· In charge for the Corporate Accounts as well as the Evening Events i.e. Weddings, Dinner Reception.

· Assist the Clients for the Site Inspection (Meeting Rooms, Ballrooms and Hotel Rooms).

· In charge for preparing Banquet Event Order 

· Ensuring that HEIS System is well monitored.

· Assisting Events Sales Manager for the Banquet Event Order Meeting once a week
Sales Coordinator / Secretary 




Jan. 2006 – Feb. 2007
Responsibilities:

· Preparing Proposal or Contract 

· Making booking manually for the Events & Hotel Rooms by Fidelio (Group) 

· In charge for the Corporate Accounts & Travel Agency

· Assist the Clients for the Site Inspection (Meeting Rooms, Ballrooms and Hotel Rooms).

Senior Supervisor Receptionist




June 2004 –Dec. 2005 

Mercure Grand Hotel






Jebel Hafeet Al Ain, UAE





Guest Service Agent / Receptionist                

       June 2001-May 2004
Sheraton Abu Dhabi Resort & Towers




Abu Dhabi, UAE

Telephone Operator






May 2000- May 2001

Sheraton Abu Dhabi Resort & Towers




Abu Dhabi, UAE 

Waitress







July 1999 – April 2000

Sheraton Abu Dhabi Resort & Towers




Abu Dhabi, UAE

Captain Waitress






Dec. 1996-June 1999
Sheraton Perdana Resort





Langkawi Malaysia



1 Seafood Beach Restaurant

2 Bayu Lounge




3 All Day Dining Restaurants






Academic Qualifications

University Degree




Bachelor of Science in Chemical Engineering (Undergraduate)
1986 – 1988
West Negros College






Bacolod City Philippines

Secondary School






1982 - 1986

Hinigaran High School






Negros City, Philippines

Primary School







1977 - 1982

Hinigaran Elementary School





Bacolod City, Philippines

Training

Duty Manager






      01 June 2013
Dusit Thani Dubai

Front Line Leadership (6 Module) 10th April 2012
Dusit Thani Dubai

Whale Done                                                       14th March 2012

Dusit Thani Dubai

Fish Philosophy                                                   15th February 2012

Dusit Thani Dubai

Income Audit/Night Auditing





June – Oct. 2005 

Mercure Grand Hotel






Jebel Hafeet, Al Ain, UAE

Seminar/Workshop








Handling Complaints






June 18-19 2005

Mercure Grand Hotel 5*






Jebel Hafeet, Al Ain, UAE
Recognizing Guest Needs





April 4-6, 2005


Mercure Grand Hotel 5*






Jebel Hafeet, Al Ain, UAE
Telephone Skills





        Aug 15-16 2004


Mercure Grand Hotel 5*






Jebel Hafeet, Al Ain, UAE

Welcoming a Guest: A State of Mind




July 11-13, 2004


Mercure Grand Hotel 5*






Jebel Hafeet, Al Ain, UAE

Awards Received

Model Employee of the Month




        September 2003

Sheraton Abu Dhabi Resort & Towers




Abu Dhabi, UAE

Skills

1 Proficient in Fidelio System 6.20 ,7.12 & Opera version / Micros System

2 Sales

3 Cashiering

4 Knowledge in Computer skills 

5 Bartending, Cocktail Mixing, Wine Service, Table Service

Personal Data 

Nationality

: Filipina

Date of Birth

: 03 January 1969

Place of Birth

: Hinigaran Negros Occidental, Philippines

Status


: Single

Religion

: Roman Catholic

Language Spoken
: English & Tagalog

I hereby certify that all the information given above is true & correct to the best of my knowledge & belief.
