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Personal Information

Birth date

: January 11, 1978

Gender


: Female

Marital Status

: Married

Nationality

: Filipino

Visa


: Visit Visa

Work Experiences

DAYS HOTEL

May 3. 2004 to September 28, 2006

Iloilo, Philippines

Receptionist

•
Welcoming and entertaining guests and office staff

•
Preparing quotation and all business correspondence

•
Handling internet and e-mail messages

•
Develop and maintain pleasant rapport among clients

•
Prepare and handles correspondence, memorandum and other necessary files

•
Provide vital information to all departments as directed by the manager

•
Coordinate inter-departmental communication

•
Responsible for check in & check out of the guest.

•
Allocating room for the group and handling reservation.

•
Handling email messages, customer inquiries and complaints.

•
Double check the guest and make sure they are properly informed about the policy.

DOW JONES COMPANY

November 03, 2003 to March 15, 2004

Manila, Philippines

Receptionist cum Secretary

•
Answer the telephone and routes call promptly


•
Prepare the issue memorandums concerning company’s procedures, rules and regulation

•
Scheduling for the appointment and activities of all managerial position

•
Controlled and double check the delivery receipt and out going invoices

•
Sending faxes and telex message

•
Coordinate some local suppliers concerning cost of other consumable factory supplies and making materials

•
Assist section chief for other clerical matters

•
Monitor arrival of goods and necessary documentation

•
Handles receipt of sales order from the customer

GEMS ELECTRONIC

November 05, 1998 to October 31, 2001

Iloilo, Philippines

Sales Staff

•
Attending telephone calls

•
Preparing inquiries, quotation and all business correspondences

•
Provide information the sales management through the monthly merchandise report.

•
Receiving incoming and outgoing items Responsible in optimizing the sales of shop at all time

•
Follow up on orders Ensure that any major stocks discrepancies are deal according to procedure.

•
In charge for maintaining the sales of the products at all times

•
Develop and maintain pleasant rapport among clients

Education

UNIVERSITY OF SAN AGUSTIN

Bachelor of Science in Commerce

Major in Management Accounting

Iloilo City, Philippines

Professional Strengths

Good knowledge Secretarial works 

Work in a prestigious company in Philippines

Excellent communication and persuasive skills with excellent organizational and time management skills coupled with a flair for dealing with people at all levels. A quick learner with the ability to adapt the new technology. Able to work under pressure, and thus, to meet the deadlines.
