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JUVY
JUVY.31@2freemail.com 






Profile:

A self motivated and hardworking in Sales and Administrative Officer with wide ranged of experienced Sales and Training Center. Able to use initiative and work as part of the team and maintain high quality standards without supervision.

Work Experience: October 15, 2007 – till date
Reservations Executive
Planet Travel, Tours & Cargo

P.O.Box 55645 

Main Airport Road

G/F Abulhoul Bldg.

Dubai, U.A.E
· Handle booking enquiries and reservations by phone and/or email and/or fax or other means such as my mail. Maintain Inventory of reservations, rooms, vacancies. Etc Coordinate with front- desk for guest arrival, room assigning. Also answer enquiries regarding hotel services.
· Co-ordinate with Hotel Rep and Airport Rep to allocate their work.

· To make sure all bookings are logged in and secured for customer satisfaction, also being there to accommodate any guests while staying at the hotel in general all desk duties for bookings and confirmations.
· Entertain walk- inn clients for bookings and reservations.
· Accepting incoming and outgoing calls.
· Entering arrival and departure flight details in the system.

Work Experience: December 2005- March 2007
Receptionist cum Secretary
Hotel Del Rio
Iloilo City, Philippines


· Attending telephone calls and performing relevant duties at the reception.
· Entertain walk-in clients, Registration of incoming and outgoing documents.
· Preparation of file location log.
· Distribution of documents around the office and providing general assistance for the execution of tasks.
· Attendance to guests and logging and logging customer’s feedback.

Work Experience: August 2003- July 2005
Cashier
Jollibee Landmark 
Manila, Philippines
· Receives payment from customers.
· Handled all transactions, both in person and via telephone.

· Handling all cash and credit cards.

· Accurately document transactions according to procedures.

· Assist in stocking inventory and pricing.
Qualifications:  June 1998- March 2002 

Bachelor of Science in Ecological Tourism (BSET) 
Personal Details:
Date of Birth


:
May 18, 1980

Sex



:
Female

Civil Status


:
Single

Nationality


:
Filipino
Visa Status


:
Employment

Personal Skills and Abilities
· Strong background in computer in computer tech works.
· Works independently or as part of a team.

· Responsible, organized, flexible, detail oriented and dedicated

· Set priorities and meet goals in timely fashion

· Good oral and communication skills.

· Proficient with the use of MS Office software (Word, excel, etc)

· Knowledge of Personal Development.

