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OBJECTIVE

I am a young, energetic, presented , organised ,confident and hardworking girl with pleasing manners having good experience in Customer interaction looking for some good opportunities in the capacity of a Personal Assistant .
SKILL SET
· Good Telephone and Customer service skills.

· Good written and oral communication skills.
· Strong work ethic and superior interpersonal skills.

· Reliable, detail-oriented and capacity to shoulder higher responsibilities.
· Computer Literate.
RESPONSIBILITIES HANDLED
· Managing diary ,scheduling appointments , arranging global travel , Business meetings of  Managing Director  ; 

· Responsible for the timing of staff ; 

· Took detailed messages for person called upon, including name, nature of business and transferring direct the messages to Managing Director ;
· Documentation of all required information to keep business running and to increase the sales ;

· In charge of the marketing department and advertisements ;

· Participate in meetings and conferences  ;

· On behalf of the Director, receives calls and/or greets visitors, takes and relays messages, responds to requests for information ;
· Reviews incoming correspondence; initiates replies as appropriate; relays matters requiring action by other staff and follows up to ensure actions are completed ;
· Identifies administrative needs and proposes solutions or recommendations ;
· Performs other related duties as necessary ;
WORK EXPERIENCE
	Sr
	Position
	Organization
	Duration

	1
	PA
	Advanced Systems –DUBAI ,FZLLC
	10months

	2
	Hostess
	Times of Arabia restaurant – DUBAI
	1 year and 2 months

	3
	Exhibitor
	AL Barg General Trading LLC – DUBAI
	1month (part-time)

	4
	Promoter
	Miscellaneous Agencies – DUBAI
	1year (part-time)

	5
	Secretary
	Confection Factory – Romania
	1 year

	6
	Telephone Operator
	Con- tatto Call Center – Romania
	1 year

	7
	Supervisor
	Perla Restaurant – Romania
	1 year

	8
	TV Hostess
	PRIMA T.V. – Romania
	1.5 years

	9
	Receptionist
	Casa Nostra Real Estate – Romania
	1 year

	11
	Hostess
	Capitol Restaurant – Romania
	9 months (part-time)

	12
	Hostess/Cashier/bartender
	La Mama Restaurant – Romania
	8 months

	13
	Hostess
	J.W. Mariott Hotel – Romania
	8 months


ACADEMIC QUALIFICATION

Grade school
: 1996-2000, ‘GHEORGHE POENARU’


Secondary school
: 2000-2004,’COSTIN NENITESCU’


University 
: 1st year-2005,’SPIRU HARET’ 



Profile
: English-Italian                                          

PERSONAL INFORMATION                                        


Name
: Alina-Daniela Bita


Gender
: Female


Date Of Birth
: 05-JUN-1984

Place Of Birth
: Bucharest-Romania


Nationality
: Romanian


Current Location
: International City ,  DUBAI.

Contact Number
: 050 – 3789106

       Email address
:  sweetdaniela2006@yahoo.com


 Language Known
: English-Good, Italian-Medium                                                              

 Religion
: Christianity     
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