Curriculum Vitae


[image: image1.jpg]




PROFILE:

I am a lateral thinker, confident, a quick learner, and a dedicated team player with good communication skills, with the ability to perform well under pressure with minimum supervision and can go extra mile to do my work.

Summary of Qualifications

· Completed B.S. Computer Engineering in AMA University and has studied PC troubleshooting and configuration, PC interfacing, Networking (LAN) and Electronic Troubleshooting.

· Completed Computer Programming in STI College and has learned numerous application software, system software and programming languages.

· Worked as an instructor in IISI, a Philippine-based organization with numerous branches worldwide.  

· Ability to do multitasks such as marketing, seminar/workshop coordination, accounting work, advertising, special projects coordination with other organizations, facilities and equipment management, etc., and studying at the same time.  

WORK EXPERIENCE

Reservation and Transport Coordinator

Royal Arabian Tours L. L. C.

October 2014 – March 31, 2015
Duties and Responsibilities:

· Ensures and provides quality service to both internal and external customers
· Provide welcome call to all the in-house guests
· Cross check the itineraries and verify the services booked with the service requests
· Make optional sales calls to the inhouse guests
· Update the suppliers with guest details for day today excursions and tours
· Maintain guest movement chart with guest accommodation details
· Verbally collect feedback from the client before the departure 
Tour Executive-FIT Operations
Royal Arabian Tours L. L. C.

ovember 2012 – January 2013
Duties and Responsibilities:

· Calling the guests to welcome them.

· Inform the guests the detailed itinerary for their entire stay in the country.

· Ensuring that they are monitored to attend to all their needs

· Attending to the guests query from time to time

· Ensuring the guest tours are well coordinated

· Book additional tour if requested by the guests

· Screening of visa applications

Sales and Marketing Executive/ Coordinator/ Administrator
The Institute for Inner Studies 

July 1994-November 2011

Duties and Responsibilities:

Trainor /Faciliatator /Instructor:

· Teaching the first-6 courses of our offered seminars.

· Facilitating on our courses demo.

·  Handling special events (updating the skills our students)

· Accommodating students regarding their concerns after each seminar.

Marketing:

· Telemarketing of our offered services 

· For international, sending invitation letters thru snail mail, fax and email. 

· Continuously improving communications and strategies as the technologies can provide.

Seminar / Workshop Needs:

· Scheduling of seminars 

· Coordinating with lecturers, students, and IISI personnel on seminar details, rates, and required materials

· Making sure workshop needs are met—that the following are always available: PowerPoint presentation / Visual Aids, overhead/LCD projector, manuals and other things to be needed.

Accounting Work:

· Making sure bills (utility, rental, telephone, etc.) are paid.

· Updating incoming and outgoing income in each corresponding report   

Housekeeping:

· Monitoring the cleanliness and stock of supply in the office and seminar rooms; working closely with messengers/cleaning staff to achieve this 

· Making sure office equipments are well-maintained

Advertisements:

· Arranging to have media exposure for IISI’s activities

· Coordinating with writers, newspaper personnel, advertising agencies; providing them with information requirements 

· Designing and printing simple promotional flyers and posters for distribution

Special Projects and / Joint Projects with other organizations

· Coordinating arrangements for national and international retreats and out-of-town seminars; making sure that accommodations, meals, and transportation of participants are all in proper order

Miscellaneous Activities:

· Assisting the office to the president regarding arrangements for international activities

· Accommodating the requests of international organizers for informational materials (transparencies, manuals, books, etc.)

EDUCATION

1996-2002

BACHELOR OF SCIENCE MAJOR IN COMPUTER ENGINEERING

AMA Computer University, Makati City, Philippines

1992-1994

COMPUTER PROGRAMMING

STI College, C.M. Recto, Manila, Philippines

1993-1994

BACHELOR OF SCIENCE COMMERCE MAJOR IN MANAGEMENT

Adamson University, Taft Avenue, Manila, Philippines

1989-1992
SECONDARY EDUCATION

Santa Lucia Academy, Sta. Lucia, Sasmuan Pampanga, Philippines

SPECIAL/TECHNICAL SKILLS

Hardware:

· PC Troubleshooting and configuration

· PC Interfacing

· Networking (LAN)

· Electronic Troubleshooting

Software:

· Application Software: (MS-Office 97, 2000, XP, Excel, PowerPoint, AutoCAD, Corel Draw, Adobe Photoshop, Illustrator, HTML, Dreamweaver)

· System Software: (DOS, Windows 98 2k ME NT and XP, UNIX, Red Hat Linux)

· Programming Language: (Pascal, C-Language/Visual C++, Assembly Language, Cobol, Data Base)

SEMINARS/TRAINING ATTENDED

CISCO Networking Academy 



PC Marketing Strategies and Assembly  

Semester 1





By JPCS AMA Makati Campus

Programmable Logic Controller  



PC Assembly and Maintenance

By Engr. James Tanglao of FESTO


Meralco Foundation, Inc.

Structure Cabling System (Networking)


New Frontier in Information Technology 

AMA Makati Campus




AREN Computer Service

PC Troubleshooting

IETI

LANGUAGE SKILLS

1. Written and oral proficiency in English and Filipino.

2. Travelled in Europe, USA, Other Asian countries; used basic conversational Italian, Spanish

PERSONAL DATA

Age 




:39


Date of Birth 



:August 31, 1975

Sex 




: Female 

Languages Known 


:English& Tagalog

Civil Status 



: Single 

Citizenship 



:Filipino

Current Location 


: Dubai, United Arab Emirates

Best time to call for Interview 
: Anytime

Company Visa



: On Cancelation
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