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Objectives
To obtain a position of Customer Service using a positive attitude, great attention to detail accuracy, and a desire to succeed in a fast-paced environment to make a difference in customer related procedures.
Personality Expertise
Works effectively in high-stress, time-sensitive environment. An outgoing personality, with ability to meet and maintain good working relationships with people at all levels. Confident of handling issues independently, ability to manage priorities and follow up effectively and efficiently. Computer literate. Constantly challenges -top producer.
Work Experience
Reservationist (PROMOTED)
Landmark Hotel Riqqa
Deira, Dubai
June 2014 – Present
Responds to communications from guests, travel agents, and referral networks concerning reservations arriving by mail, telephone, fax, or through a central reservation system. 
Creates and maintains reservation records-usually by date of arrival and alphabetical listing prepares letters of confirmation and promptly processes any cancellations and modifications. 
Tracks future room availability on the basis of reservations, and helps develop forecasts for room revenue and occupancy. 
Include preparing the list of expected arrivals for the front office, assisting in preregistration activities when appropriate, and processing advance reservation deposits. 
Hostess Cum Waitress
Landmark Grand Hotel
Deira, Dubai
April 2014 – June 2014
Monitoring the open dining sections of the restaurant for empty and cleaned tables, estimating wait times for guests, monitoring the guest waiting list, and ensuring that the needs of the guests are met while they are waiting. 
Responsible for answering the telephone, booking reservations and moving tables together to accommodate large parties. 
Greet guests and make them feel comfortable. 
Learn menu items and be able to describe them appropriately to guests. 
Junior Coordinator
Onjon’sCatering
#450 A. Mabini St. Sabang, Baliuag, Bulacan, Philippines
April 2013 – March 2014
To ensure that appropriate policies and guidelines are in place for junior members and those people working with juniors. 
To manage problems and issues arising from the junior section. 
To review the activities og the junior section through feedback and evaluation on an annual basis. 
Receptionist
Chocolate ‘N Berries Inns and Suites
46 DRT Highway Tarcan, Baliwag, Bulacan
August- December 2013
Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries. 
Directs visitors by maintaining employee and department directories; giving instructions. 
Maintains security by following procedures; monitoring logbook; issuing visitor badges. Maintains telecommunication system by following manufacturer's instructions for house 
phone and console operation. 
Maintains safe and clean reception area by complying with procedures, rules, and regulations. 
Sales Representative
Ford Laus Group |
Jose Abad Santos Avenue, City of San Fernando, Pampanga, 2000, Philippines
January- July 2013
Serves customers by selling products and meeting customers need. 
Focuses sales effort by studying existing and potential volume of dealers 
Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses. 
Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management 
Submits orders by referring to price lists and product literature. 
Contributes to team effort by accomplishing related results as needed. 
Credentials
Employee of the Month, Landmark Hotel Riqqa (October 2014) 
Skills
Record Maintenance 
Multicultural Interaction Confidentiality 
Flexible 
Good Time Management Ability Team Player 
Education
Baliuag University
April 6, 2013
Bachelor of Science in Tourism Management
Gil Carlos St. Baliwag, Bulacan, Philippines
