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CAREER OBJECTIVE
Seeking to obtain a rewarding & exciting career in a fast growing and reputable company, where I can contribute and use my skills for the success of the business on a larger extent.
QUALIFICATIONS SUMMARY
· Outstanding communication and interpersonal skills. 
· Very attentive, giving full attention to customers, taking time to understand the points being made, asking questions as appropriate, and conveying empathy. 

· Customer service oriented 
· Knowledgeable in computer applications and software like Microsoft Office windows, internet and other relevant web-based applications 

· Sincere and honest to any job into. 

PROFESSIONAL HIGHLIGHTS
DUBAI INTERNATIONAL HOTEL
Dubai International Airport, PO Box 35566, Dubai, UAE
February 08, 2013 – PRESENT
Position: Senior Spa Receptionist
· Giving answers to inquiries by clients and advising them accordingly regarding Spa bookings and reservations thru email, telephone bookings and direct conversation. 

· Assist in service recovery and handling guest complaints. 

· Provides personalized meet and greet service to arriving guests including First Class and Business Class passenger of Emirates. 

· Checks quality standard of all front liner associates based on Hotel’s Standard Operating Procedures.. 

· Provides coaching and mentoring to subordinates and same level members. 

TWO SEASONS BORACAY HOTEL
Station 1 Boracay Malay Aklan, Philippines
May 2, 2011 – February 2, 2012
Position: Front Desk Agent
· Answer to inquiries by clients and advising them accordingly regarding bookings and reservations by letter, emails, telephone and in person. 

· Maintain an inventory of vacancies, reservations and room assignments. 

· Arrange booking of travel tickets by air and island transfers. 

· Compile and check daily record sheet of Hotel guest accounts, receipts and vouchers using computerized system. 

VERSATILE CUSTOMER CARE SOLUTIONS INC.
Unit 103 Peal of The Orient Tower
1240 Roxas Boulevard Manila Philippines
March 27, 2012 – September 15, 2012 Position: Customer Service Representative
· Attending to client’s queries and complaints in person 

· Receiving and screening of Units (Mobile Phones) for each warranty status. 

· Encoding and recording client’s data for each unit and have it forwarded to the Technical Department for repair of for replacement of brand new unit. 

· Releasing repaired units and summarizing all payments for VOID or OUT warranty units 

.
EDUCATIONAL ATTAINMENT
Bachelor of Hotel and Restaurant Management
University of Antique
Sibalom Antique, Philippines
SY June 2007 – March 2011
Consistent Dean’s Lister 2008 -2011
PERSONAL INFORMATION
Date of birth    : August 25, 1990
Sex
: Female
Civil Status
: Single
Religion
: Roman Catholic
Nationality
: Filipino
SEMINARS / WORKSHOP ATTENDED
Integrated Hotel and Restaurant Operations with Basic Hygiene and Sanitation
Le Mis En Place Training centre for Hotel and Cruise Ship Services October 08-12, 2012
TESDA Training, NC II (Food and Beverage Service)
San Jose, Antique Philippines
November 14, 2010
On Job Training, DAYS HOTEL ILOILO
Gen. Luna St., Iloilo City
November 05, 2010- February 01, 2011
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