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Name: Franjolyn 

Desired Position: Office Administrator / HR Generalist

Email: franjolyn.331546@2freemail.com
I. EXECUTIVE SUMMARY:
· 10 years of Luxury Hotel Experience in the Middle East
· Well versed in the functionalities of Office Administration, Document Control, Logistics and General HR functions like: New Employee Training and Supervision, On-boarding and Benefits, Payroll, Visa Coordination, Employee Relations etc.
II. KEY SKILLS:

	●
	Organizational
	●
	Planning and Management

	●
	Events Planning
	●
	Training and Development

	●
	Customer Service
	●   Hospitality and Culinary Management

	●   Food and Beverage Service Skills
	●   Conceptual and Creative Thinking Skills


BI. TECHNICAL SOFTWARE SKILLS:

A.  HRMS

Workday HCM System - human resources software used for filing all employees’ profiles. It covers annual appraisal, employment work history, internal job open positions, and calculation of employment full and final settlement.

Oasis system - is used for employees daily roster, leaves benefit management, gratuity and payroll management.

B. Microsoft Office - Outlook, PowerPoint, Word, Excel and Publisher
C. Travel/Logistics

Macro (powered by Millennium Travel Agency) - designed for booking tickets for employees’ annual leaves and management business trips

D.  Hotel/Restaurant Software:

Opera - is designed to meet the varied requirements of hotel operations.

Serenata System is a portal system used for all the online hotel partner travel agency around the world.

E.
POS

Micros System - is a point of sale system for the Food and Beverage operations.

IV. PROFESSIONAL EXPERIENCE:

HR Generalist cum Office Administrator

Four Seasons Hotel- Doha Qatar

February 2016 – September 2016

HR Functions

· Prepared Payroll of 700 Employees across 53 nationalities

· Managed Employee benefits: Medical Insurance, Complimentary Night Credits, Annual Airfare Tickets, Housing and Transportation

· Prepared and coordinated monthly employee engagement activities (e.g Awards, Promotions, Birthday, Cultural/Themed Events and Motivational Activities)

· Managed employee relations: staff disputes, legal counsel etc.

· On-Boarding and Off-Boarding initiatives: Gratuity, Exit interview etc.

· Monitored and Coordinated Visa Applications, Cancellations or Renewals with PRO

· Facilitated appraisals and performance reviews

· Reviewed and updated Employee handbook as per Labor Law

· Ensured strict compliance of Company Policy

.

Office Admin Functions

· Coordinated with the Catering and Conferences department for all my Engagement Activities and Team Buildings

· Document control and filing

· Organized all calendar meetings, trainings and engagement activities

· Prepared the minutes of the Town Hall meetings, monthly meetings and coordinated with all the managers and workers the necessary action plan

· Coordinated with the Public Relations Department in advertising ideas. They made a commercial featuring my speed painting for Ramadan special.

Hotel Restaurant Team Leader/Trainer

August 2009 – February 2016

· Provided knowledge transfer and trained the new employees to follow and meet the standards of the hotel

· Enabled the new hires with knowledge, practical skills and motivation for their productivity

· Identified training and development needs for employees by performing job analysis, appraisal schemes and regular consultation with business

· Worked in a team to create training programs that are satisfactory to all relevant parties such as line managers, accountants and human resources.

· Managed the delivery of training and development programs and devised training strategy for the organization in collaboration with the HR Department.

· Amended and revised training programs as necessary, in order to adapt to changes occurring in the work environment

Hotel Restaurant Receptionist/Customer Service

Four Seasons Hotel- Doha Qatar

January 2009 – February 2016

· Handled restaurant reservations by phone, e-mail, letter, fax or face-to-face

· Assisted my manager in organizing all types of document filing, designing menus and coordinating small events

· Performed telemarketing of promotional offers

· Knowledgeable of all regular guest names and personal preferences

· Provided genuine customer service satisfaction by recognizing clients’ needs proactively

Hotel Restaurant Server/ Customer Service

Four Seasons Hotel – Doha Qatar

September 2006 – January 2009

· Delivered exceptional customer service with high level of understanding of Italian food, wine, spirits and cocktails

· Professional Fine Dining Server

· Took orders of guests and guide them to the restaurant menu

V. ACCOMPLISHMENTS AND CERTIFICATES

· Certificate Award for 10 years loyalty Awards last September 16, 2016
· Certificate of Appreciation. In recognition of hard work and participation when Four Seasons Doha hosted the 15th Asian Games
· Certificate of Appreciation. In recognition of passionate service, professionalism and teamwork demonstrated during the Arab Summit Event
· Certificate of Appreciation. In recognition and sincere appreciation of contribution to the Doha Tribeca Film Festival 2009
· 4 consecutive nominated as employees of the Month.
VI. EDUCATIONAL BACKGROUND:

· Years of College Studies 2000-2004
Bachelor of Science in Hotel and Restaurant Management at Saint Paul University at Quezon City Philippines

· June 2014 till July 2014
Food Bevolution has successfully completed the global Four Season Hotel & Resorts program

· August 10, 2010 till September 14, 2010
Four Season Hotel Doha, Qatar: Training as a Reservation agent. (Local and International Sales and Telemarketing for the Revenue Department of the hotel).

· August 11 2009 till February 14, 2016
Four Seasons Hotel Doha, Qatar: I had attended the Designated Trainer Workshop (A selective employees in a department are assigned for the training and coordinating new employees the high standard of the hotel)

VII. PERSONAL INFORMATION

Date of Birth: December 3, 1981

Place of Birth: Makati City, Philippines

Civil Status: Married

Citizenship: Filipino

Character references will be provided upon request.

