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Career Objectives:
Focus on challenging projects in the area of supervision and coordination; always have a better performance for work and personal improvement. Management development in the area always taking into consideration the growth opportunities for a better life

Skills:

· Computer literate (Microsoft office, MS word, MS Excel)

· Special skills in Researching, filing of Documents and typing

· Can handle switchboard with 10 trunk and 125 extension lines

· Good in English Oral and Written-

· Oral Communication

Speaks clearly and persuasively in positive or negative situation:

Responds well to question
· Written Communication-

Writes clearly and informatively; 

Able to read and interpret written information
· Good telephone etiquette.
· Positive response to pressure.
· Experience and knowledgeable in economics business management and organization and financial and business reporting.
· Proficient with MS Office and Opera
· Strong customer service, communication and organizational skills.
Work Experience
Holiday inn Express
Safa Park Dubai U.A.E
Position Held: Sr. Guest Service Agent cum Reservation
September 2013- up to present
Key Responsibilities:

· Greet and register incoming guest
· Handling check-in and check-out
· Process guest folios and collect payment

· Administer and manage cash handling responsibilities.

· Handle guest requests and concerns promptly and with courtesy

· Assist guests with any inquiries regarding local entertainment, restaurants,   transportation, Tours, Flight booking & making calls international and locals
· Maintain efficient and effective flow of information with guests and all internal departments.

· Handle additional duties as needed by guests or management.
· Handle checking the registration cards and purchasing nonrefundable online booking.

· Follow up payments for un approve companies or travel agents
· Attends to costumers need and inquiries regarding telephone line connection.
· Assisting customers in making local and international telephone calls.
Flora Grand Hotel ****

Al Riqa Road Diera Dubai U.A.E

Position Held: Receptionist 
Dec 2010-Septermber 2013
Key Responsibilities:

· Greet and register incoming guest
· Handling check-in and check-out
· Process guest folios and collect payment

· Administer and manage cash handling responsibilities.

· Handle guest requests and concerns promptly and with courtesy

· Assist guests with any inquiries regarding local entertainment, restaurants,   transportation, Tours, Flight booking & making calls international and locals
· Handle additional duties as needed by guests or management.
· Take care of the guest complaints and guest request immediately endorsed to the concerned department for the final action and countermeasure.

Dolphin Hotel Apartment
Khaleed bin waled road Bur Dubai, Dubai U.A.E.
Position Held: Telephone Operator
Nov 2008 –November 2010
Key Responsibilities:

· Responsible for handling POLICE REPORT.

· Operates a telephone switchboard system.
· Answering guest enquiries about services and local attractions.
· Obtain the information of incoming and outgoing calls, messages and sorting mail, manage them in appropriate manner.
· Provide information about establishment such as location of company.

· Attends guest need and inquiries regarding telephone line connection.

ROBERTSON PLAZA

Manila Philippines

Position Held: Accounts receivable bookkeeper
March 2003-August 2004

Key Responsibilities:
· Was solely responsible for order entry, customer service and product inquiries.

· Manually maintained Accounts receivable log and general ledger.

· Processed billing, handle collections and prepared daily bank deposits.

· Handled month-end closings, financial reporting and date processing.
Phil Am Plan Incorporated
Manila Philippines
Position Held:  Admin Assistant

February 2001-March 2003 


       
Key Responsibilities:
· Filling of documents according to various subjects and reference number.

· Attend phone calls, screen the calls and transfer to the concern person.

· Report problems relating to work procedures. 
· Prepares correspondence, minutes of the meeting and some clerical job.

· Prepare, maintain and filing of daily reports, procedures and documents.
· Deal with external callers and visitors.

· Obtain caller’s name and arranges for appointment with person called upon.

· Organize and priorities own workload to provide effective planned support for the project/office.

· Understand the project, department or office management structure.

· Carry out secretarial tasks as required and directed by the management team.

· Assist where required in any other administrative function for the project/ office.
Seminars and Training Attended:
· Forum on business Education and regional Development.
· The need of management student to be Equipped in the future..
· Enrichment Session in English Communication skills and Computer Technology
· Time management training course
CERTIFICATE ATTAINMENT:


Employee of the month 


Ambassador of the months


Flora Grand Hotel ****
EDUCATIONAL ATTAINMENT:

Degree: BACHELOR OF SCIENCE IN COMMERCE


Major in MANAGEMENT and MARKETING


Divine Word College of Legazpi



Philippines 1996-2000

Personal Information:

Birth date

:
February 11, 1980


Nationality

:
Filipino



Civil status 

:
Single


Visa status

: 
Employment 
I hereby certify that the above information is true and correct thru the best of my knowledge and belief.
