PROFILE

Capable, determined, confident and

Well-organized
Administrative

professional bringing excellent multitasking abilities developed over the years, with extensive experience in supporting mid and senior-level managers by providing them with consistent clerical support.

Commended for consistently driving team success with knowledgeable enforcement of company procedures and skillful personnel training. Highly approachable individual who has a pleasant attitude and a willingness to make a positive mark.

CONTACT

MOBILE:

0504753686
EMAIL:

Michael-400312@2freemail.com 
REFERENCE
Mr. Anup P Bhatia
HR Consultant

Gulfjobseeker.com

feedback@gulfjobseeker.com 
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ADMINISTRATIVE OFFICER

WORK EXPERIENCE

Vacation Homes Rental LLC - Administrative Officer

Dubai, UAE

June 23, 2019 – April 30, 2020

· Oversaw day-to-day operations and ensured smooth and successful check ins/outs.

· Collaborated with outsourced cleaning companies and maintenance companies.

· Established internal databases and record management systems to enhance accuracy and integrity of all documentation and data.

· Optimized guest experience, handled guest complaints and offered complimentary services to maintain high guest satisfaction rates.

· Managed DTCM portal administration.

· Handled and managed property listings and reservations on Dubizzle, Airbnb.

· Furnished homes in accordance with DTCM standards, continuously surpassing guest expectations.

Zenith Holiday Homes Rental LLC - Operations Supervisor

Dubai, UAE

February 1, 2018 – February 1, 2019

· Oversaw day-to-day operations of more than one hundred apartments and ten department staffs and ensured successful check ins/outs

· Collaborated with outsourced cleaning companies and maintenance companies.

· Established internal databases and record management systems to enhance accuracy and integrity of all documentation and data.

· Optimized guest experience, handled guest complaints and offered complimentary services to maintain high guest satisfaction rates.

The First Group - Admin Support, Client Services

Dubai, UAE

February 18, 2015 – March 16, 2017

•
Performed duties and provided service in accordance with

SKILLS

Team Leadership

Team management

Business administration

Supervision

Customer service

Customer Relationship Management (CRM)

Vendor Management Reservations management Office and staff streamlining Communication

Policy and procedure adherence Problem resolution

Filing and data archiving MS Office

EDUCATION

Saint Louis University

Baguio City, Philippines

Bachelor of Science in Commerce Major in Management

2003 – 2007


established operating procedures and company policies.
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· Delivered outstanding service to clients to maintain and extend relationships for future business opportunities.

· Maintained record of related files and documents required for electronic and digital filing for ease of availability and traceability.

· Collaborated with Accounts Department on allocation accuracy of all payments collected.

· Coached new employees on administrative procedures, company policies and performance standards.

ALS Corpro - Operations Support

Dubai, UAE

January 22, 2012 – January 14, 2015

· Delivered comprehensive bid proposals for Coring Services tenders by gathering information from team members, sub-contractors and vendors.

· Devised, enhanced and communicated deliverable timetables by reviewing bid requirements, scope and resources to make accurate assessments.

· Maintained constructive client and vendor relationships.

· Provided excellent customer care to maintain and improve customer relations, strengthen loyalty and increase product and service sales.

· Generated and submitted invoices based upon established accounts receivable schedules and terms.

· Kept vendor files accurate and up-to-date to expedite payment processing.

Metropolitan Bank and Trust Company - Customer Service Representative – Teller

Dagupan City, Philippines

October 16, 2008 – November 15, 2011

· Enthusiastically greeted customers and offered dedicated service during entire transaction, improving customer satisfaction.

· Upheld strict financial controls by keeping funds secure and accurately transferring monies.

· Completed highly accurate, high-volume money counts via both manual and machine-driven approaches.

· Audited fellow teller currency to contribute to dual-control procedures.

· Sold and cross-sold bank products to new and existing customers.

