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Objective
To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organization goals.

Major Strengths

· Exceptional listener and communicator who effectively conveys information verbally and in writing 

· Computer literate.

· Flexible team player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent projects

· Resourceful team player who excels at building trusting relationships with customers and colleagues

· Highly adaptable, mobile, positive, resilient, and open to new ideas.

· Confident, hard-working employee who is committed to achieving excellence.
Employment History
Customer Service Representative/ Reservation Agent

Call Center - Jetstar Airways 

Teleperformance Philippines

December 2011 – February 2015
Scope of work

· Take calls and answer questions about airline regulations.

· Help customers make travel plans, and work with computers to resolve problems. 

· Giving suggestions for their travel date and offers competitive prices.

· Provide options if their flight is affected with the schedule change or discruption.

· Enhances organization reputation by accepting ownership for accomplishing new and different requests.
· Sells additional services by recognizing opportunities to up-sell

· Offering excellent customer service, dealing with complaints in a calm and diplomatic manner.

· Keeping product and brand knowledge up to date whilst having in-depth knowledge of the company's brochures and destinations. 
· Ensure to follow all rules related to PNR's and Profiles, invoicing, ticketing, client files plus overall work accuracy. 
· Involve in mandatory training as and when management assigns. 
SECRETARY/ADMINISTRATOR cum RECEPTIONIST
Bluemango Inn , Station 3  Boracay Island , Aklan

December 2010- November 2011
· Undertake front of house duties, including meeting, greeting and attending to the needs of guests, to ensure a superb customer service experience.
·  Build a good rapport with all guests and resolve any complaints/issues quickly to maintain high quality customer service.
·  Deal with guest requests to ensure a comfortable and pleasant stay.
· Assist in dealing with customer complaints in an effective and courteous manner, providing or seeking solutions as quickly as possible.
· Responsible for accurate and efficient accounts and guest billing processes.
· Assist in keeping the hotel reception area clean and tidy at all times.
· Undertake general office duties, including correspondence, emails, filing and switchboard, to ensure the smooth running of the reception area. 
· Administer all routes of reservations to ensure that room bookings are made and recorded accurately. 
· Ensure that all reservations and cancellations are processed efficiently. 
· Keep up to date with room prices and special offers to provide accurate information to guests.
Personal Information
Age:



26

Birth place:


Malaybalay, Bukidnon

Gender:



Female

Nationality:


Filipino

Civil status:


Single

Religion:


Roman Catholic

Visa Status:                        
Tourist Visa

Educational Attainment
Tertiary

Bachelor of Science in Nursing

Jose Rizal University Philippines




Graduated on March 2010




Licensed Nurse in the Philippines
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