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  Elaine


� HYPERLINK "mailto:Elaine.150135@2freemail.com" �Elaine.150135@2freemail.com� 


	 











CAREER OBJECTIVES














To join a progressive and competitive organization where trainings and experiences are needed and opportunities for growth and development is offered.











FRONT DESK RECEPTIONIST 


Miraj Islamic Art Center (Tourism Company)


Dubai, United Arab Emirates


January 15, 2015 up to February 6, 2017








Serving visitors by greeting, welcoming, directing and announcing them appropriately


Answer, screen and forward any incoming call while providing basic information when needed


Handling the guest details in every arrival and the person who assist the group


Encoding the record in the system for each tourist group or individual guest


Checking and making the sales record everyday


Assist in dealing with guest complaints in an effective and courteous manner, providing or seeking solutions as quickly as possible.


Sort and handle out mail messages whether incoming or outgoing


Maintains safe and clean reception area by complying with procedures, rules, and regulations











RECEPTIONIST/CONCIERGE


Two Serendra Condominium


Bonifacio Global City, Taguig City, Philippines


March 07, 2014 - September 30, 2014





Serving as a primary receptionist (answering and directing incoming calls and greeting, directing, and assisting visitors)


Coordinating incoming and outgoing mail, packages, and deliveries


Manage daily inquiry sheets in given forms/formats and software


Handling residence complaints and request


Handling bookings for function rooms, conference room, and other recreational areas


Using various computer packages - Word, Excel, PowerPoint and Outlook
































Bachelor of Science in Tourism


Major in Management


Dr. Yangas Colleges Inc.


Wakas, Bocaue, Bulacan, Philippines














Committed to professional excellence, organized and flexible.


Good time management skills, with the ability to Multi task.


Eagerness to “think outside the box” and consider new possibilities.


Ability to maintain a good working relationship with all co-workers. 


Immense passion dealing with the public and strong    enthusiasm and interest in merchandise being sold.


Highly skilled in greeting a customer in a polite manner


Experienced in airport passenger handling services











Have a basic knowledge in Mandarin language�Effective Leadership skills.


Skillful in dealing with people management.


Strong analytical ability with good practical judgment.


Technically Proficient in MS Power Point, Word, Excel.


Computer Literate


Good oral and written communications skills in English











Nationality	:  Filipino


Sex		:  Female


Civil Status	:  Single


Language	:  English 











WORK EXPERIENCES





EDUCATION








QUALIFICATIONS





SKILLS





PERSONAL DETAILS





CAD Operator leading to			


Hotel Management Suite


Dr. Yangas Colleges Inc.


Wakas, Bocaue, Bulacan, Phil.


September 26, 2013





The Academic and Career Enhancement Training


Dr. Yangas Colleges Inc.


Wakas, Bocaue, Bulacan, Phil.


August 01, 2013





Resort Operation through Sustainable Tourism


Oceana Beach Resort, Puerto Galera, Phil.


February 25, 2013





Domestic Tourism Exploration


Oceana Beach Resort, Puerto Galera, Phil.


February 25, 2013





Tour Guiding


5 Days Workshop Seminar


Dr. Yangas Colleges Inc.


Wakas, Bocaue, Bulacan, Phil.


February 23, 2013





Front Office Operation with Emphasis on Customer Care


Sofitel Luxury Hotel, Pasay City,Phil.


August 16, 2012





Basic Airport Passenger Handling


(Philippine Airline Learning Center)


Pasay City, Philippines


August 15, 2012





Store Orientation, Food Safety and Sanitation


Kenny Rogers Roasters


SM City Marilao Branch, Bulacan, Phil.


September 03, 2009




















Sofitel Phil. Plaza CCP Complex Pasay City, Phil.





Sofitel Phil. Plaza CCP Complex Pasay City, Phil.








C








FOOD ATTENDANT/HOSTESS


Greenpond Garden Chinese Restaurant


Sta. Maria, Bulacan, Phil.


May 17, 2010- April 27, 2011


Take food and beverage orders from the customers. Record the orders in the order taking system for record keeping.


Ensure tables are correctly set, side stations are tidy, and side work is appropriately completed


Provide timely, pleasant, and polite food and beverage service to guests


Maintain awareness with menu items and specials


Ensure all customers are provided with outstanding service


Responsible for food hygiene, and health and safety issues


Participate on committees to assist with event details, and other special requirements





ON-THE-JOB TRAINING


FRONT DESK OFFICER/ RECEPTIONIST


Paradise Garden Resort Hotel and Convention Center


Malay, Aklan, Boracay Station 3, Philippines


December 17, 2013 - January 21, 2014





Deliver excellent customer service, at all times.


Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail.


Administer all reservations, cancellations and no-shows, in line with company policy.


Keep up to date with current promotions and hotel pricing, to


Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services.


Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety.








ON-THE-JOB TRAINING


PASSENGER SERVICE AGENT


King Air Fbo. Inc.


NAIA Terminal 4, Pasay City, Philippines


March 8, 2010 – May 10, 2010





Learn the new concepts and updated knowledge about my field


Checking in passengers for flights at the ticket counter and gates


Verifying passenger documentation; Assigning seats and providing gate information


Checking baggage; hosting self-service kiosks


Ensure that all work areas are functional (check-in, lobby, gate, baggage


Specializing in different areas of airport work, such as computer control and system








SEMINARS/TRAINING ATTENDED














Michael Laboy


Nurse / Clinical Instructor


Philippine Orthopedic Hospital


+971 50 3558192








