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NATHALIE 


PROFESSIONAL SKILLS
· Performs experience level secretarial tasks of a confidential nature including but not limited to producing letters, reports, memorandums, etc. via the computer; makes photocopies, files, distributes mail, etc. 
(
Communicates in a positive and effective manner with staff and co-  workers
(
Answers telephone communications and record messages 

· Provide administrative and clerical support to departments or individuals.

· Alert manager about cancelations or new meetings

· Manage travel and schedule.

· Maintain office procedures.

· Handle information requests.

· Ensure outstanding client care at all times.

· Maintains a friendly, cheerful and courteous demeanor at all times.

· Courteously and accurately answers inquiries from potential clients.
· Responds to telephone and in-person inquiries regardinginformation and concerns
· Supervise daily shift process ensuring all team members adhere to standard operating procedures
· Train, direct the work of, resolve issues/problems and coach and counsel the front desk team members to ensure a quality operation
· Resolve customer issues, complaints, problems in a quick, efficient manner to maintain a high level of customer satisfaction and quality service

· Supervise the operations of the front desk to ensure an optimal level of service and hospitality is provided to the clients
· Performs other duties as assigned, requested or deemed necessary by management
· Ensure front office log book is always updated and actioned upon
· Ensures safety at all times.
· Participate in meetings and task force assignments.

· Develop practical planning and organizing skills necessary to be efficient

· Exercise independent judgment, decision-making abilities and high level of confidentiality. 

· Assist out-of-town candidates with travel, hotel and car service arrangements. 

· Communicate well with external contacts to properly handle direction of business relations.

· Proficient in Windows Excel, Word Perfect, PowerPoint

· People Skills

· Proficient in writing and speaking English with American Accent

· Good understanding of accounts management, customer relationship and public dealing 

· Hard working, dependable, able to function well independently and also in a team environment with strong organizational and planning skills.
WORK EXPERIENCES
· ESL Instructor (June 2013 – February 2016)

Mission International School

· RECEPTIONIST (September 2010 – January 2013)

Al Khaleejiya Hospitality Services 


OFW - Ad Doha Qatar 

· EXECUTIVE SECRETARY (August 2008 – June 2010)
MARINERS’ POLYTECHNIC COLLEGES FOUNDATION
· RECEPTIONIST & TELEPHONE OPERATOR
(June 2007 – June 2008)

MPCF MOCK UP HOTEL & RESTAURANT 
· CORPORATE AFFAIRS COORDINATOR
(March 2006 – April 2007)
LIBERTY COMMERCIAL CENTER 
· ENGLISH INSTRUCTOR (December 2005 – January 2006)
LEGAZPI ENGLISH ACADEMY 
· OPERATIONS SUPERVISOR (March 2005 – November 2005)
RADIO CITY 95.5 
EDUCATION




BACHELOR OF SCIENCE Major in LAW
Aquinas University College of Law
2ndYear Bachelor of Law (2006-2008)
BACHELOR OF COMMUNICATION ARTS 

Major in JOURNALISM 
Bicol University College of Arts and Letters
(2002-2006)
PERSONAL DATA
BIRTHDATE: DECEMBER 5, 1985
BIRTHPLACE: DARAGA, ALBAY – PHILIPPINES
GENDER: FEMALE
HEIGHT: 5'2
STATUS: SINGLE
NATIONALITY: FILIPINO
RELIGION: PROTESTANT
LANGUAGES: BICOL, TAGALOG, ENGLISH (FLUENT), and 

LIMITED ARABIC
VISA: TOURIST/SINGLE-L LONG (Valid until 
Date of Availability: Immediately
NATHALIE 
CV NO: 1781844
Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




