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Objective:Toutilize anddevelop mycurrentcareers where Icancontributemyprofessional skills, knowledge andmakemecompetenttodo mybestfor thesuccessful oftheOrganization.
AREAOFSPECIALIZATION
	GeneralAdministrativeDuties
	TeamLeadership
	OnlineMarketing

	Marketing Communications
	Customer Service
	Strategic Planning

	Microsoft Office&Excel
	Marketing Strategy
	Sales Marketing


WORKEXPERIENCES
SalesIndoor Executive
AlMoosawiTrading LLC
Dubai,UnitedArab Emirates(February16, 2013–April 12,2015)
Job Description:
AttendingandhandlingallCalls/Inquiries/Quotations.
Respond tocustomerandsupplier inquiries about order status,changes or cancellations.
PreparingtheInvoices/Deliveryorders fromtheclientsrequested.
HandlingCashDutiesandReporting to theManager.
AssistingandCoordinatingother duties.
Secretary/ SalesSupportExecutive BahrainAir,GSAofRegencyTravel &Tours Doha,Qatar (July16,2008–January31,2013)
Job Description:

ProvideofficeSupportServicesin order toensure theefficiencyand effectivenesswithinthe organizations.

Reporting andCoordinatingwith theSOM /Supervisor andSalesTeam of allOperational matters ofBahrain Air.

Developedandmaintainedgoodrelationshipsin allTravel Agents,CorporateAgents, Passengers andOrganizations andensuredtheyare updatedourproductandservices.
PreparedandcheckingFares, Inquiries, Quotations,ADHOC,Flight Loads andFare
Availabilityona dailybasis.
EnhanceSalesthrough natural processes,providingproductandservices knowledge tothe
Agents.
MakingTelesalesCalls toTravel AgentsandCorporateCustomers tocultivatethemon
Product&Services.
GatheringMarketIntelligenceofcompetitors.

Proper displayofBahrainAirBrochures,Promotionalmaterials andOne-Visionin travel agencies/ImplantOffices.
Preparestheminutesof meetings andconferences.
Inchargeofemails,Files documentsandansweringthephones(outgoing/incoming).

Operation ExecutiveRegencyTravel &Tourism Doha,Qatar
January9, 2008–July14,2013
Job Description:
Answers inquiries byclarifyingdesiredinformation.
UpdatingHotelTariffandMakingHotel Reservationfrom the Staff.
Attendingincomingand outgoingcalls.
FollowupReservationtotheSuppliers.
PersonalDetails
Birth date                          :        July14, 1983
PlaceofBirth                    :        Barra,Opol, MisamisOriental,Philippines
CivilStatus                        :        Single Citizenship                        :Filipino Gender                              :        Female
Religion                             :        UCCP(Protestant)
EducationalAttainment
Level:        College Graduate
DegreeCourse                 :        BachelorofArts Majorin Economics
Name ofSchool                :        Xavier University
Location                            :        CagayanDeOroCity,Philippines
Year Graduated                :        April 2004
PersonalProfile
ServiceOrientedPerson.
Computer Literate.
Hasgoodcommunications skill.
Adaptsquicklytovarious andchangingenvironment.
Strive toimprove professionallyandpersonally.
Opentochanges in mylife thatwill enable me tolearnnewthings.
Works wellwith everyone.
Hardworking, honestandwillingto be trained.
DECLARATION:IHEREBYDECLARETHATALLTHEABOVEFURNISHED INFORMATIONIS TRUE ANDCORRECT TOTHEBEST OFMYKNOWLEDGE.
MAIACHIONGABONITALLA
APPLICANT
