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OBJECTIVE:

To further seek a position that offers a challenging and stimulating environment in which my knowledge and skills can be enhanced. And will ensure continuous career growth, sense of responsibility and financial stability. 

WORK EXPERIENCE:

JUMEIRAH EMIRATES TOWERS HOTEL

Customer Service (Laundry Dept) (December 2012 to December 2014)
· Deal with all enquires in a professional and courteous manner, in face to face, on the telephone or via e-mail

· Plan, organize, and direct Laundry Department programs and activities to ensure that  the organization is maintained in a clean, safe, sanitary and  comfortable manner

· Informed the customer on up-sell product services of deal and promotions.

· Taking care of customer complaints and resolving the problems.

· Complete all daily administration tasks (amount receivable, maintaining daily reports).

· Able to work independently and know when to escalate issues

· Deliver excellent customer service, at all times, ensuring guests’ comfort and safety

· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing laundry services  opportunities

· Compile reports on overall customer satisfaction and provide feedback on the efficiency of the customer service process.
· Report of any faults or damage in any of the laundry services (hotel facilities) co-ordinate between maintenance and hotel manager.

ST.PETER LIFE PLAN INC.

Executive Secretary (July 2011 to October 2012)

· Report directly to General Manger secretarial works, in person, email and phone management.
· Preparing schedule meetings, appointments, reports, and presentations
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Interview prospective clients and maintenance of personal files of the staff and confidential folders.

· Writing the Collection Daily Remittance

· Prepare salary sheet of the staff and labor wages. 

· Customize insurance programs to suit individual customers

· Call to policy holders and explain the policy benefits and suggest additions benefits.

· Establish payment method

SEMINARS/ TRAININGS ATTENDED:
· Basic Food Hygiene 
· English Classes
· Take the heat (handling complains)
· On the job trainer
· Taking care of your employees well being
· Role of top management and the importance of company policy
HOBBIES 
· Coach and Player WOW Badminton Club in UAE January 2013 up to Present

· Champion Mix-Doubles PCFZC UAE National Day Badminton Tournament November.28,2014

· Finisher Dubai Women Run 2013-2014 and Standard Charter 2013

· Jet Star Award in July 2013

· Champion Womens’s Doubles level-A and Mix-Doubles level-A 

· 2ND Family Badminton Cup Feb.15,2013

· Champion Mix-Doubles Level-A  2nd Summer Abu Dhadi Smasher badminton Tournament October 10&17,2013

· 5th Placer in Trail Mountain Bike Challenge in Fujairah 2013

· Active Zumba&Taebo bodies in Oasis Village 

· Member athletic Bike and Run in my hometown City

EDUCATIONAL BACKGROUND:

2011


Bachelor of Science in Business Administration                        

Major in Management

Silliman UniversityDumaguete City, Philippines 

PERSONAL DETAILS:

Date of birth

: 
February 10, 1987

Nationality 

: 
Filipino

Marital status

: 
Single

Height


:
5’4’’

Religion

:
Roman Catholic

Language Spoken
:
English and Filipino

Computer literacy
: 
MS Word, MS Outlook, MS Excel, Opera and Micros
