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JADE MAUREEN M. LIWANAG
Mobile No.: +973 3444 9331
Email: jmaureen0510@gmail.com
Juffair, Kingdom of Bahrain


PERSONAL PROFILE








  


       I am a dedicated, enthusiastic and highly motivated candidate with 6 years of experience in the hospitality industry. I am extremely driven and thrive on self-motivation and exceeding the requirement and task given to me. It’s my objective to succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self development and help me to achieve organizational goal.
SUMMARY OF QUALIFICATIONS

· With Bahrain Driving License
· Proven communication abilities both oral and written

· Strong Organizational and time management skills combined with a high level of initiative.
· Proficient with MS Office programs, such as Word, Excel and PowerPoint.  

· Team player, very reliable, resourceful and hardworking. 

· Goal and results oriented and able to motivate others to perform at their highest levels.

· Great adaptability to change/innovation.
· High level of doing multi tasking
· Ability to coordinate well with staff of different Department with their enquiry.

· Very Flexible on adjusting time schedule when it comes to work.

· Have the maximum capabilities of adapting new challenges and role given.

· Strong leadership and motivating skills including the ability to build strong relationships with customers and staff.

PROFESSIONAL EXPERIENCE
H & J The Experts in Hospitality

PA to CEO & Owner

November 1, 2016 to present

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Open, sort, and distribute incoming correspondence, including faxes and email.
· File and retrieve corporate documents, records, and reports.
· Greet visitors and determine whether they should be given access to specific individuals.
· Prepare responses to correspondence containing routine inquiries.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Prepare agendas and make arrangements for committee, board, and other meetings.
· Make travel arrangements for executives.
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Organizing business meetings and appointments

· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general 
· Producing documents, briefing papers, reports and presentations;

· Organizing and attending meetings and ensuring the manager is well prepared for meetings;

· Liaising with clients, suppliers and other staff.

Al Safir Hotel & Tower

Al Safir Hotel & Tower en suites 193 stylishly designed deluxe rooms, suites, apartments, a cosmopolitan selection of restaurants, entertainment center and lounges as well as completely furnished business facilities complimented with hospitable services. From the very beginning, the hotel welcomes guests for business and leisure purposes.

Promoted to CEO Executive Secretary

November 1, 2014 to 31st October 2016
Quality Functions:

· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms.

· Alert manager about cancelations or new meetings.

· Manage travel and schedule.

· Handle information requests.

· Prepare correspondence and stuff mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.

· Prepare statistical reports.

· Manage spreadsheets.

· Greet and receive visitor.

· Prepare confidential and sensitive documents.

· Coordinates office management activities.

· Determine matters of top priority and handle accordingly.

· Prepare agenda for meetings.

· Takes and transcribes dictation.

· Helps prepare office budget.

· Plans events and volunteer activities.

· Maintain office procedures.

· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records.

· Operate office equipment, such as photocopy machine and scanner.

· Coordinate committees and task forces.

· Relay directives, instructions and assignment to executives.

· Receive and relay telephone messages.

· Direct the general public to the appropriate staff member.

· Maintain hard copy and electronic filing system.

Promoted to F&B Secretary cum Banquet Coordinator

September 1, 2013 to November 1, 2014

Quality Functions:
· Managing diaries and making appointments 

· Arrange conferences, meetings, and travel reservations for office personnel.

· Preparing and distributing papers and documents for meetings 

· Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications. 
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Compose, type, and distribute meeting notes, routine correspondence and reports.

· Managing databases 

· Prioritizing workloads 

· Conduct searches to find needed information, using such sources as the Internet.

· Set up and maintain paper and electronic filing systems for records, correspondence, and other material.

· Review work done by others to check for correct spelling and grammar, ensure that company format policies are followed, and recommend revisions.

· Assisting Clients to the Meeting Halls for their requirement.

· Supervise other clerical staff, and provide training and orientation to new staff.

· Schedule and confirm appointments for clients, customers, or supervisors.

· Attending client’s enquiry and ensuring the needs or request is fulfilled.
· Manage to handle future events (Outdoor Catering and Meeting Hall).

· Efficient in handling any changes of events. 

· Coordinating in any sudden changes of meetings or events.

· Making Quotation for Client either for Outdoor Catering Requirement or Meeting Hall requirement.

· Creating Menu that will satisfy the needs of customer.

· Visiting Clients on their ongoing event to make sure everything is fine and in control.
Sales Secretary 

December 1, 2012 to September 1, 2013 

Quality Functions:

· using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· devising and maintaining office systems;

· booking rooms and conference facilities;

· using content management systems to maintain and update websites and internal databases;

· attending meetings, taking minutes and keeping notes;

· managing and maintaining budgets, as well as invoicing;

· liaising with staff in other departments and with external contacts;

· ordering and maintaining stationery and equipment;

· sorting and distributing incoming post and organizing and sending outgoing post;

· liaising with colleagues and external contacts to book travel and accommodation;

· organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
Staff at Deployment and Scheduling (On – Job – Training)
Resorts World Manila 

Resorts World Manila is an entertainment complex consisting of the Maxims Hotel, Remington Hotel, Marriott Hotel Manila, Newport Mall, the Newport Performing Arts Theater, premium cinemas and the country's largest casino. 

Quality Functions:
· Encoding files of Sick Leave, Vacation Leave and Change of day off of employees’ at the system
· Attends to employees enquires 

· Handles incoming calls of employees’ concerning about their Sick leave and their Vacation leave. 
· Receiving files from employees’ of their Medical Certificate that will support their Sick Leave. 

· Arranges photocopy of all incoming and outgoing files of schedules of employees and files them accordingly. 

· Perform other tasks directed by the Senior Manager. 
EDUCATION

PRIMARY

:
Philippine School Bahrain




2004

SECONDARY

:
Juan R. Liwag Memorial Highschool





Gapan, Nueva Ecija





2004-2008

COLLEGE

:
BSBA – Operations Management 

Lyceum of the Philippines University 
Cavite Campus Gen. Trias, Cavite 

2008-2012

 SKILLS AND COMPLEXITY
· Excellent creativity in designing

· Proficient in MS Applications such as Word, Excel & Powerpoint

· Ability to work under pressure and meet targeted deadlines

· Ability to do multi tasking

· Able to adjust to different work environment 

· Fluency in English both written and Oral communication
PERSONAL PROFILE
Profile



:
Female
Nationality


:
Filipino

Highest Educational 

:
Bachelors’ Degree
Attainment


:
BSBA – Operations Management
Current Location

:
Kingdom of Bahrain
Current Position

:
PA to CEO/Owner
Driving License


:
Yes 
Current Company

:
H&J The Experts in Hospitalty
REFERENCE 

Mr. KC Rajesh

Director of Food & Beverages

Al Safir Hotel & Tower

Tel No.: +973 1782 7999

Mob. No: +973 3631 4089

Ms. Marita Liwanag

Sr. Hotel & Transport Executive

Bahrain International Circuit

Tel No.: +973 1745 1067

Mob. No: +973 3940 0850

