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QUALIFICATIONS:
· Extensive background in customer service.
· Extensive background in personal assistant service
· Demonstrated ability to handle several tasks at once. 
· Successful in dealing with difficult clients.
· Sound knowledge of basic business arithmetic; techniques and methods of using standard word processing, spreadsheet,  database and other office software and equipment. 
· Uncommon ability to understand and carry out written and oral  instructions; perform detailed clerical work and maintain attention to detail despite frequent interruptions. 
· Excellent written and verbal communication skills, with an eye for detail
· Excellent knowledge of modern office practices and procedures; correct spelling, punctuation and grammatical usage.
· Willingness to work under pressure and to assist peers and superiors in a teamwork environment
· Can easily adjust to new working environment and interactive in a professional level.
JOB EXPERIENCE:
Position:
Operations Manager
Company:
Plumberry Nails and Day Spa
Address:
G/F-5 GETAN Square, 275 Rizal Avenue, Puerto Princesa, Palawan, Philippines
Years of Stay:
May 2, 2012 – January 15, 2015
Primary duties and responsibilities:
· Responsible for receiving and properly processing clients payments
· Responsible for clients’ bookings/appointments
· Assisted in marketing and promotion for current and future offers for the clients
· Assisted the General Manager in all aspects – diary log, handling the expenses, drafting letters, attend meetings, filing and organizing of documents, arranging business travels
· Responsible for creating shift schedule for staff on a monthly basis
· Responsible for providing ongoing training sessions and educate staffs with the latest on products and services offered by the company.
· Responsible for hiring and training new staff and evaluates their specialties. 
· Making sure that all clients requests, queries and complaints are attended in a timely manner.
· Responsible for doing weekly and monthly inventory of supplies
· Responsible for preparing request of supplies and payments for suppliers
· Responsible for preparing monthly payroll for employee
· Prepare daily and monthly sales and expense report
Position:
Receptionist and Reservation Supervisor
Company:
La Resedencia at Marina de Bay
Address: 
Sitio Sandiwa, Brgy Tiniguiban, Puerto Princesa, Palawan, 



Philippines
Years of Stay:
March 15, 2011 – January 31, 2012
Primary duties and responsibilities:
· Prepare daily sales and expense report
· Prepare monthly sales report
· Responsible for creating and handing out work schedules of receptionist on weekly and monthly basis
· Monitoring and managing the work of the reception staff
· Making sure that guests are well assisted by staff upon their check-in and check out
· Prepare guests room charges and total bill upon check out
· Coordinating with travel agents and tour company for guest booked tours
· Making sure that all queries and hotel booking are attended either through personal, phone or email conversation and providing them with the best service always
· Attend to customer/guests complaints and requests right away
· Constantly monitoring the reception area, conference room and rooms are always kept in a neat and clean manner for walk-in occupants or clients.
EDUCATIONAL BACKGROUND:
Tertiary

Bachelor of Science in Tourism
Palawan State University
Puerto Princesa City
April, 2011
Secondary

Palawan State University – Laboratory High School




Puerto Princesa City, Palawan




March, 2007
TRAININGS:
Kawayanan Travel
Travel Agency (150 hours)
Kawayanan Resort, 
Brgy. San Pedro, Puerto Princesa, Palawan
April, 2008
Club Paradise 
Hotels and Resorts (90 hours)
Dimakya Island, 
Coron, Palawan
May 2-14, 2010
La Resedencia at Marina de Bay
Hotels and Resorts (240 hours)
Purok Sandiwa, 
Brgy. Tiniguiban, Puerto Princesa, Palawan
February 22 – March 14, 2011
AirphilExpress Main Office
Airlines and Shipping Lines (150 hours)
Airphil Airlines
Dagomboy Street, Puerto Princesa, Palawan
March 16 – April 8, 2011
PERSONAL DATA:
Age: 


24
Date of Birth: 

September 21, 1990
Height: 

5’ 3”
Weight: 

99.2 lbs.
Gender: 

Female
Civil Status: 

Single
Religion: 

Roman Catholic
Citizenship: 

Filipino
Visa Status:

Visit Visa
Character References
** Reference available upon request.

