Donialyn
Email: donialyn.332570@2freemail.com
Experienced Marketing Professional with Degree in Business Administration and excellent marketing skills.

SUMMARY OF QUALIFICATIONS:

· Experienced in diverse marketing functions.

· Trustworthy and reliable with confidential information.

·  Excellent communication and organizational skills; adept at completing tasks on time.

·  Accurate, dependable and dedicated to doing best possible job.

· Proactive in organizing problems and implementing solutions.

WORK EXPERIENCE:

Trading LLC - Building, Rd. Admin-Purchase Team
October
2016-Present

Visage Beauty Center-Al Nahda 2, Dubai

Manager

March 2016 - September 2016

Luxury Spa and Fitness - Melia Doha Hotel, West bay Doha, Qatar

Admin Receptionist
January
1,2015- December 2015

Manager in Charge after 6 months

Job description:

a. Answer phone calls, transfer calls, taking accurate messages-refer

b. Cashiering

c. Greeting Guest, providing a positive and friendly attitude

d. Giving Tour of the Spa facility and scheduling appointments

e. Notifying staff members of any customer cancellations or the arrival of any unscheduled visitors.

f. Book appointment, keep and computer records.

g. Administration and clerical duties (opening and distributing mail, filling, data entry and the preparation of letters and documents)

h. Follow up spa social media

i. Provide daily maintenance of the Spa's lobby or reception area. Caring for office furniture, plants, j. Perform sales and marketing plan assigned

k. Perform any other assigned duties explain and promote luxury spa services and products.

Technical Support Rep- Teletech Novaliches, Quezon City, Philippines
Sept
2012-
Oct 2014

Account: Verizon high speed internet/POTS Job description:
a.  Responsible for direct communication with customers whose having issues with their internet connection;

b.  Repair issues- opening a repair tickets. Responsible in sending out dispatch for Verizon's customers.

c. Billing issues- payments, billing discrepancy

d. Specialize in moving, adding and changing service.

Part time / Operations Manager
Dec
2012-March
2014

LUJ Connect BPO-Balanga,Bataan, Philippines

a. Responsible for data entry, accounts payable, payroll, grant report entry, managing the organizations HR, helping and creating organizational and program budgets.

b. Looking for stable and good campaigns for the company.

c. Ensuring organizational effectiveness by providing leadership for the organization's financial functions.

Operations Manager-Staff2rent Philippines Inc.
Unit 1807 Prestige Tower, Ortigas, Pasig City

January 2012 - Sept 2012

Responsibilities:

a. Responsible for data entry, accounts payable, payroll, grant report entry, managing the organizations HR, helping and creating organizational and program budgets.

b. Ensuring organizational effectiveness by providing leadership for the organization's financial functions.

c. Contributes to the development and implementation of organizational strategies, policies and practices. Interact with the Board of Directors.

d. Improve the operational systems, processes and policies in support of organizations mission -- specifically, support better management reporting, information flow and management, business process and organizational planning.

e. Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.

f. Play a significant role in long-term planning, including an initiative geared toward operational excellence.

g. Oversee overall financial management, planning, systems and controls.

h. Management of agency budget in coordination with the Executive Director.

i. Development of individual program budgets

j\
Invoicing to funding sources, including calculation of completed units of service,

k.
Payroll management, including tabulation of accrued employee benefits.

I.
Disbursement of checks for agency expenses.

m. Regular meetings with Executive Director around fiscal planning.

n. Supervise and coach office manager on a weekly basis.

Consultant - Sutherland Global Services
September
2010
-
October 2011
12F Total Corporate Center Bldg., Taguig City, Philippines Account: Broadview Networks-Telco
Direct Resolution - Handled Team McFeeley for NY and NJ

Combination of Billing, Move add change (MAC), Repairs and Escalation Team (back office plus email support)

Job description:

a. Responsible for direct communication with total Solutions Manager/ Directors in any problem they have such as;

b. Repair issues- opening a repair tickets. Responsible in dispatching
Broadview Technicians or Verizon's technicians.

c. Billing issues- payments, billing discrepancy

d. Enrollment concerns

e. Specialize in moving, adding and changing service.

f. Moving service in different locations - determining the amount and
the time frame
of completing the job.

(communicating with Verizon)

g. Adding and changing any feature service for their phone.

h.  Responsible in Escalations and Expedite of any services.

i. This includes email supports and phone support for Broadview Networks Total solutions Manager/ Directors and Repair Engineers.

Customer Service Representative

January 2010 - September 2010

Acme BPO Consulting

4 F Cohero Bldg. V.A Rufino St. Makati City, Philippines Account: Broadview Networks-Telco

Promoted as back office support. (Direct Resolution)

Move,Add, Change specialist

International Customer Sales Representative
September
2008-
January
2009

Havenlink Solutions Inc.

Ilf Raffles Condominium,F.OrtigasJr Road, OrtigasCenter,Pasig City, Philippines Account:
Accent
Energy-Electricity
and
Gas

DynoWatt-Texas Residential and Business Inbound Enrollment (Inbound Sales)

Outbound Sales Agent

May 2006- August 2008

PNI-KMPG, Inc

34th f Raffles Condominium, F. Ortigas Jr. Road,Ortigas Center, Pasig City, Philippines

Account:Government Grants

Taboodia -weight Ivory White- teeth whitening kit

SEMINARS AND TRAININGS:

April 2013-

Training for Training Manager in BPAP (TESDA)

Hotel Pro 2005-

House Keeping Program

Heritage Hotel 2006-

House Keeping Dept.

November to March 2004
Administrative
Assistant
-On the Job Training

Philippine American Insurance Company, Inc. Philam Plans

Life Bldg. Aurora Blvd. Cor. Gen. Araneta Ave. Cubao, Quezon City

