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PERSONAL INFORMATION:

Date of Birth:  November 28,1984
Gender:  Female 
Civil Status:  Single
Nationality:  Filipino

Languages:  English, Tagalog

Visa: Freezone, company sponsored
QUALIFICATIONS:

· Good Communication Skills in English
· 10 years experience in various industries

· Trained with 5 GDS (Global Distributing System)
· Computer Proficiency: Windows Application (MS Word, MS Excel, MS Power point & Outlook)
· Experienced with Internet Research

· Accountable and well organized
· Quick in learning, resourceful and with initiative
· Ability to analyze, plan, manage and motivate people

· Values professionalism, work ethics, flexible and easy to work with.


	CURRICULUM VITAE

Career Objective:

To obtain a challenging position with an opportunity to integrate and exercise general skills as well as to contribute and be part of the institution in the attainment of its goals, mission and vision.

 Educational Background
BACHELOR OF SCIENCE IN ECONOMICS

                                   June 2001 – March 2005

                     XAVIER UNIVERSITY – Ateneo de Cagayan

                             Cagayan de Oro City, Philippines

Professional Experience
OFFICE MANAGER

April 2014 – May 2015
Shamal Marketing Communications

Office 106, Arjaan Office Tower, Dubai Media City, Dubai, UAE

· Database, IT, petty cash ledger, monthly reports management.
· Press release and interview follow ups.

· Ensure up-to-date copies of key publications in the office

· Monitor and Compile all daily media coverage from partner media monitoring agencies

· Management and maintenance of the media pipeline
· Keep diary of Managing Director and account managers’ appointments
TELEMARKETING & ADMINISTRATION

November 2013 – April 2014

Sherwoods International Properties
Ground Floor Madina Tower, Cluster O, JLT, Dubai, UAE

· Makes outbound calls to old clients verifying their available properties and creates report including leads and listings generated.
· Handles telephone calls especially customers’ enquiries, getting the relevant data and makes sure they are transferred and assisted by the right consultant.

· Checks documents from clients needed for adverts and listings.

ADMINISTRATION MANAGER

                                     May 2011- October 2013

                                          DPS Catering Services

                                      Cagayan de Oro City, Philippines
· Makes the control system for the inventory check.
· Handles telephone calls and answers customers’ enquiries.
· Organizes and coordinates meetings with potential clients.
· Maintains records such as employees’ files, clients’ archives, inventories and controlled ingredients and supplies.
· Supervises colleagues regarding their duties and responsibilities.

· Marketing in charge.

· Prepares and submits company’s monthly financial report.




	TRAVEL SPECIALIST

July 2009 – April 2011

ORBITZ, Aegis People Support
Cebu City, Philippines
· Helps customers with their travel needs like booking flights, hotels and even car rental.

· Books travel packages, city tour & shows

· Assists clients in calling the airlines or hotels during flight delays and cancellations.

· Rebook or change flights directly from the airlines’ inventory using any of the 5 GDS: Worldspan, Apollo, Sabre, Shares&Delta.

            TUTOR TEACHER

              March 2009 – July 2009

              Scholaris Tutorials Inc.

                     Cebu City, Philippines

· Rendering tutorial services to students who are enrolled to different institutions.
ENGLISH TUTOR

            June 2008 – February 2008
                       E Worldian Center

             Cagayan de Oro City, Philippines

· Teaches English to Korean students online

· Reviews students on their English grammar and helps them apply it to their sentence construction 
            STORE MANAGER

                        September  2007 – May 2008

                   BEREM Enterprises

                         Pangantucan Bukidnon, Philippines

· All facets of contractor and consumer sales, invoices, customer service, and complaints. 

· Obtaining and maintaining a well-rounded knowledge of building materials, including new products. 

                CSR TELLER

                  November  2005 – September 2006

                  METROBANK – Main & Cogon Branch

                             Cagayan de Oro City, Philippines

· Counts & balances cash at the beginning and end of shift, verifies signature on a check and other related documents also detects counterfeit money

	Trainings & Seminars
5 GLOBAL DISTRIBUTING SYSTEM

participant

August 2009
Orbitz, Aegis People Support
Cebu City, Philippines

BASIC LIFE SUPPORT

participant

May 2007

The Philippine National Red Cross

FIRST AID TRAINING

participant

May 2007

The Philippine National Red Cross

CASH COUNTERFEIT DETECTION

participant

May 2006

Bangko Sentral ng Pilipinas

SIGNATURE VERIFICATION

participant

May 2006

Bangko Sentral ng Pilinas

MINDANAO ECONOMICS STUDENTS CONVENTION

Organizer, head of Food & Hotel                            Accomodation

February 2005

Xavier University Economics Students – Senior

MINDANAO ECONOMICS STUDENTS CONVENTION

participant

February 2004

Xavier University Economics Students - Senior


