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OBJECTIVE
To be part of renowned companyand improve in various aspects and benefit the company in turn.

The transferable and interpersonal skills earned from my previous work experiences can benefit me in my prospective work
SUMMARY OF QUALIFICATIONS
· Ability to perform consistently to meet stretch targets 

· Willingness to learn with an open mind

· Self motivated and enthusiastic

· Excellent good communication and interpersonal skills

· Ability to grasp things easily

· Innovative flexible and adaptability

· Hospitality and customer service skills

· Packed with good academic records

EDUCATION
· Bachelor of Science in Elementary Education ( BSEED ) @ St.Michael College Philippines SY-2000

· Eligible / Board Passer for Licensure Examination for Teachers ( License # 0684359 )

· Master of Arts in Education obtained 21 units @Harvardian College Philippines ( 2001 )
CAREER HIGHLIGHTS AND RESPONSIBILITIES
ENTRUST  RENT A CAR 

OPERATIONS MANAGER – DECEMBER 1, 2014 – PRESENT
Manage and direct operations team to achieve business targets.

Assist in developing or updating standard operating procedures for all business operational activities. 

Build strong relationship by addressing customer issues and complaints in a timely manner. 

Assist in employee appraisals, promotions, compensation and termination based on the performance review. 

Provide operational support and guidance to staff.

Assist in developing operating and capital budgets.

Monitor and control expense according to allotted budget. 

Manage work assignment and allocation for staff.
8 YEARS' WORKING EXPERIENCE @ EUROPCAR ( DUBAI RENT A CAR LLC )  

CUSTOMER SERVICE AND SALES REPRESENTATIVE  / AIRPORT 3 BRANCH – NOV 01,2010 – NOV.30,2014
· To do quality control of sales at the desk , handled daily International and local reservations

· To give feedback regarding the fleet and competitors

· To give daily and monthly sales reports and turndowns

· Arrange and coordinate deliveries, collections, replacement and payment

· Follow up of LPO and payment of corporate and walk in clients

· Ensuring good relationship with hotel management and staff

· Handled customer service and complaint

· Opening and closing rental agreements

· Efficiently handled contacting of clients by phone to negotiate terms of agreements

· Receives inbound calls regarding various customer related services

· Proactively offers information on products and services using key techniques

· Maintains strict compliance to all customers verification procedures to reduce the risk of potential fraud

· Performs clerical functions and reception duties in an efficient, professional and courteous manner

EUROPCAR ( DUBAI RENT A CAR LLC ) MAIN OFFICE

ACCOUNTS ASSISTANT – APRIL 01,2008 TO OCTOBER 30,2010
· To assist in the day-to-day running of the Accounts Office

· To maintain records of invoices and creditors' payments

· To maintain filing and invoice monitoring systems
· Prepares and presents reports to the management team
· Processing receipts, sales invoices and payments

· Answering the phone and reading/sending emails to clients

· Meeting and greeting clients when they come into the office

· Client engagement and answering enquiries

EUROPCAR ( DUBAI RENT A CAR LLC ) 

ADMINISTRATIVE ASSISTANT -   DEC 06,2006 TO MARCH 30,2008
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing

· Meet and greet clients and visitors

· Answer telephones and transfer to appropriate staff member

· Supervises over talking to the clients and making sure that all the work is taking place in an orderly manner

· Acts as the whole and sole of the administration in the absence of the administrator

· Provides the administrator with the daily reports of what all things happen in the routine of work

DOMESTIC HELPER CUM PRIVATE TUTOR

JUNE 20,2005 TO JULY 05,2006   SAIKUNG HONGKONG
· To clean and tidy an employer's home and wash and iron the laundry.

· Doing physically tiring and exhausting work

· Having to care for sick, naughty or difficult children

· Feeding and caring for pets
PRIMARY SCHOOL TEACHER

PIAS ELEMENTARY SCHOOL PHILIPPINES

JUNE 07,2003  TO APRIL 15,2005
· Reports to classroom promptly , punctually and prepared

· Prepares lesson plans regularly

· Construct instructional and devices to facilitate the teacher learning process
· teaching all areas of the primary curriculum

· taking responsibility for the progress of a class of primary age pupils

· planning, preparing and presenting lessons that cater for the needs of the whole ability range within their class

· motivating pupils with enthusiastic, imaginative presentation

· organizing the classroom and learning resources to create a positive learning environment

· planning, preparing and presenting lessons that cater for the needs of the whole ability range within their class

· motivating pupils with enthusiastic, imaginative presentation

· maintaining discipline

· preparing and marking to facilitate positive pupil development 

· meeting requirements for the assessment and recording of pupils' development

· providing feedback to parents on a pupil's progress at parents' evenings & other meetings

· coordinating activities and resources within a specific area of the curriculum, and supporting colleagues in the delivery of this specialist area
SALES ASSOCIATE ( COLLEGE ASSURANCE PLAN PHILIPPINES )  JUNE 20,2002 TO SEPT 14,2004

MARKETING SUPERVISOR ( INTERLAMECO ENTERPRISES  PHILIPPINES ) JUNE 02,2001 TO JUNE 16,2002

SALES ASSOCIATE ( AEGON LIFE INSURANCE PHILIPPINES ) SEPT 15,1998 TO AUG 25,2000
I look forward to meeting with you and learning more about the position, your objective and how I can contribute to the success of your department. I would welcome an opportunity to discuss my qualification and candidacy in further details

Thank you for your time and consideration
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