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Provides effective customer service and administrative support. Manage high volume of workload within a deadline driven environment. Has an outstanding problem solving and active listening skills and is able to diffuse difficult customer situation with tact and ease.

	SKILLS


· Knowledgeable in UAE EDNRD System (Electronic Department of Naturalization and Residency Dubai)
· Provide visa assistance for schengen country  

· Knowledgeable in Galileo System, VRS Kish Airline System

· Familiar in Tourism plus system with regards of making LPO
· Logistic and Storekeeping knowledgeable
· Customer Service
· Excellent customer service skills which provide solutions and meet clients concerns
· Knowledgeable of inbound tour package quotation.  
· Good Knowledge of software packages, such as Microsoft word, Microsoft office, Outlook and internet application.
· Highly self-motivated and ambitious in achieving goals.

· Knowledgeable in Data entry.

	WORK EXPERIENCE


SALES EXECUTIVE





February 2014 –up to present
Beyond Travel and International Holidays`Sheikh Zayed Road, Dubai UAE

Duties and Responsibility
· Arrange Airlines ticket, travel insurance, Hotel booking, and transfer and restaurant reservation.
· Responsible to applied UAE visa through  EDNRD System 
· Carries out trades and maintains the corporation’s accounts
· Opens customer accounts by recording account information.Familiar with standard concepts, practices, and procedures within a particular field
· Responsible to provide inbound tour packages quotation.
· Coordinate with supplier with regards of excursion.
· Maintains customer records by updating account information
· Provide information about rules and policy of UAE Visa.
· Able to understand complex fare computations and itineraries work flow and processes.

· Processing Filipino Market UAE Visa full Packages assistance. 
· Responsible in process of Schenge visas application.
· Process shipment of documents.
· Maintain sales call record and good relation with all clients.
· Attracts potential customers by answering product and service questions; suggesting information about other products and services
VISA COORDINATOR





November 2010 – December 2013
Super jet Travel and Holidays,
Bur Dubai, Dubai, UAE
Duties and Responsibility
· In-charge of UAE visa application through E-DNRD system.
· In- charge of Corporate Companies and Travel agent related to UAE visa issues.
· Monitors all approved individual visas from the time of entry, exit, and visa renewal and overstayed.
· Updates and applies visas whether approved or rejected in a daily basis.

· Responsible in coordinating and resolving with the corporate account and Travel agent related to UAE

      Visa issues.
· Updates and informs client with any immigration related announcements or any further changes in rules through email correspondence, face-to-face interaction and telephonic discussion
· Answers emails and telephone enquiries and resolve them with tact and ease.
· Assists travel passengers with regards to UAE entry requirements.
· Updates visa violators report.
STOREKEEPER





September 2007 – January 2010
Saudi Arabian Airlines / Class-52 Special Projects engineering order 
Jeddah, Kingdom of Saudi Arabia    
Duties and Responsibility    


  
· Coordinated & supported D-check aircraft.
· Coordinate and provide materials support to the aircraft on D-check at outstation.
· Process shipping documents inclusive of Airway Bill, Delivery Order and Packing List. 
· Prepared Outstanding for in-coming & out-going materials

· Perform physical binning of materials received
· Assured the SV is sign and vendor document are available

· All aspect with part already existing in location,

· Assured materials is clearly is attached in each individual item with P/n
Description, P.O number, VDR Code and batch or lot number

· Verified the P/n, qty, s/n, shelf-life ensure that all proper and must,

· Conducted random binning checks to ensure proper binning
· Insured proper storage of hazardous materials

· Assured shelf life valid for more than 3 years
· Assures hazardous with martial’s packaging with safety sheet and label proper 

· Performed physical issues of requested material
· Issued material from warehouse as per following documents

Memos generated picking list, material charge, 1069 form

· Prepared filling for aircraft schedules
· Performed physical issue for the required commissary materials
· Issued materials, warehouse as per following documents

Approved 1069 request from.

· Requested required kitting material from stock
· Check the MONO and EO bill and request all parts to build up the kit

· Coordinated the distribution of unused kitting materials

· Segregated the parts in two categories-Inventory-parts are routed to receiving along with serviceable tags Non-Inventory-coordinated with concerned procurement buyer for his evaluation and advice, either routed to store or surplus

· Seat configuration and reconfiguration. 
· Issued materials for seat reconfiguration

· Received and bin removed materials as per E.O

· Analyzed and handled stores special project
· Warehouse realignment
· On request inventory

· Coordinated required materials for SV exhibitions
TRAVEL AND AIRLINE Reservation staff 


December 2005 – July 2007

Vacation Travel and Tours, Philippines   

Duties and Responsibility
· Responsible to  book their trips to various destinations and reserve their airline ticket
· Kept and maintained record of client accounts and travel history.
· Able to understand complex fare computations.
· Provide information in case of flight announcement. 
· Handled incoming customer reservation via phone, completes reservations slip.

· Answers emails and telephone enquiries.
· Arrange Hotel booking and restaurant reservation.
	TRAINING


School




Courses


Year Achieved
Computer System and Training


Microsoft Word & Excel

April 2007

Zamboanga Maritime Training Center

Basic Safety Training

September 2004

Philippines
	ACADEMIC QUALIFICATION


March 2001
        Bachelor of Arts in Political Science

  

        Southern Mindanao Colleges, Zamboanga City, Philippines
November 2001         Civil Service Professional Eligibility - Passer
                                 Issued in Zamboanga City, Philippines









