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OBJECTIVE:
To justify skills and abilities efficiently and effectively in my fields of work. To work highly with competitive and prestigious company for the betterment of my career.

SUMMARY OF QUALIFICATIONS:
· College Graduate, Office Management

· Has a knowledge in Global Distribution System (GDS) 

· Online Booking System like FlyDubai, Cebu Pacific, Air Arabia, Shaheen Air, Kish Air  
· Has background on Food and Beverage Service, Food Preparation,


Reception and Cashiering, Data Encoding
· Knowledge of administrative nad clerical procedures systems such as word processing, managing files and records and other office procedures.
· Knowledge in spreadsheets and databases

·        Basic Short handing and encoding
· Work effectively with diverse group of people.

· Highly trainable, fast learner, adapt well to changes and pressure in the workplace.

· Friendly, dedicated and committed to excellence.

· Enthusiastic, energetic and very responsible individual.

· Able to relocate and travel as needed.

WORK EXPERIENCE:


KASRI TRAVELS & TOURISM LLC (BRANCH)


Sept. 2014 – present

Opposite Al Hanna Center

Jafliya, Dubai UAE

Supervisor
· Dealing with disciplinary matters and customer complaints.

· Dealing with customers enquiries and aiming to meet their expectations.

· Reviewing Daily Sales Reports and managing the agency activities.

· Coordinating and guiding the agency staff to work for the customer satisfaction and development of the agency.

· Managing payroll matters and new staff training.

· Ordering sales literature, stationery & disposables to ensure the efficient running of the branch.

· Managing filling system.

· Check voice mail, and pass on any messages to concerned parties
· Answer calls, direct calls, take messages as appropriate
· Meet and greet visitors in a professional manner
· Sending documents through courier and ensure both quality and quantity
· Establish an effective communication system to keep the clients informed and maintain good relationship
· Arranging Visa packages for Filipinos.
AL NADDAF TOURISM & TRAVEL LLC



Dec. 2013 – Aug 2014

(SISTER COMPANY OF KASRI TRAVELS & TOURISM LLC)
Al Attar Shopping Mall

Karama Dubai, UAE




Travel Consultant / Agent 
· Meet and greet visitors and clients in a professional manner.

· Checking the availability of chosen ticket date by telephone or GDS.

· Arranging domestic and international flights, insurance and hotel. 

· Using a booking system (Amadeus, Galileo).
· Responsible for marketing and selling the special visa and ticket packages

· Ensure the ticket bookings follows the correct information..
· Collecting and processing payments.

· Advising clients on travel arrangements, e.g. visa and passports

· Sending out tickets to clients

· Keeping clients up to date with any changes

· Dealing with complaints and refunds.

· Aid clients with reservation, transfers, changes and cancellations.

· Assist clients in finding travel package deals for their needs.
· Sending documents through courier and ensure both quality and quantity.


Cashier
· In charge to make receipt of the client.
· Accurately and efficiently operate cash registers
· Makes discount adjustments.
· Balances cash totals at the close of the shift
· Manage safe deposit boxes.
· Monthly auditing the sales / expenses of the company.
· Clarifies customers questions or concerns about the charges on their bills.
· Process payment for accounts such as company bills and issue receipts.
· Keep records of amounts received and paid and regularly check the balance against the record.
KASRI TRAVEL & TOURISM LLC




Jul 2013 – Dec. 2013

Al Satwa Branch Shop #25

Al Satwa, Dubai, UAE


Follow Up Clerk
· Updating and preparing excel sheet with the new visa application on daily basis.

· Keeping a track of visas of staffs / passengers which are due for renewal and taking the necessary approval from department heads to do so.
· Responsible for monitoring the status of the passenger if he/she is in the country or left the country.
· Coordinating with the travel agents regarding their passenger’s status. 
· Daily printing of Immigration List and Violator’s Lists from General Directorate of Residency and Foreigners Affairs-Dubai
· Compiling a list of Visa Cancelation an d Visa Extension.
· Coordinate and assist Visa section whenever request to do so.
· Keeping a track of visas of staffs / passengers which are due for renewal and taking the necessary approval from department heads to do so.
· Handling incoming calls, relaying messages and supplying information to my colleagues.
· Daily reporting to the management regarding the Overstayed passengers.
TAKIWALL LIFESTYLE & ARTWORK DESIGN LLC



May 2013

IBN Batuta Mall, Dubai, UAE


Part-Timer Sales Associate
· Giving special attention to customer to fill their purchasing needs in a courteous and experienced manner.
· Pushing the merchandise to the consumers in a keen insight to the buyers' needs and wants.
· Responsible for handling cash, checks, and credit cards made for purchases.
· Keeping track of the customer's order and ensuring orders are delivered to the customer.
· Monitoring the stocks of merchandise for inventory records.
· Handling incoming & outgoing calls.
ATTY. DURANTE LAW OFFICE




Feb. 2010 – Jan. 2012
Tagaytay City, Philippines


Office Clerk
· Prepares source data for computer entry by compiling and sorting information,
establishing entry priorities.
· Verifies entered data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Secures information by completing data base backups.

· Maintain logs of activities and completed work.

· Maintain own office equipment and stationery supplies

· Releasing legal papers.

· Handling incoming and outgoing calls.

· Comply with data integrity and security policies
PUREFOODS HORMEL CORP.




Oct. 2006 – Sep. 2008
General Trias, Cavite, Philippines



Supplies Tender/Food Handler
· Responsible in preparing packaging materials with their corresponding codes.
· Checking and inspecting the quality of the product before packing.

· Perform other related duties maybe assigned by Production Engineer
TAGAYTAY HIGHLANDS INT’L.GOLF CLUB INC.


July 2004 – July 2005


Tagaytay City, Philippines




F&B Receptionist
· Receives guests, welcomes, greets the and escort them to their assigned or chosen tables.
· Attends to the reservations and inquiries over the phone and disseminates to concerned officers the details of reservations.
· Assists in maintaining orderliness and cleanliness of the outlet.
· Assists in the preparation of the mis-en-place and in taking of food orders, does suggestive selling.
· Assists in the settlement of guests checks.
· Monitors movement in the outlet and report to Captain any unseal incident or suspicious persons noted.
· Attends guest’s inquiries, requests, complaints


F&B Staff

· Looks after the necessary preparation before the start of the operation:

a. Wipes/prepares the necessary containers, hollow wares, napkins, trays, cutleries and other  supplies

b. Refills salts and peppershakers and other condiments.

c. Checks and re-stocks service station and sees to it that the par stock is maintained.

d. Sets up the tables.
· Studies the menu and families the outlet’s specialties as well as the out-of-stock items.

· Takes and serves food and beverage order according to the prescribed standards of service.

· Assists busboys/busgirls in placing and picking up orders from the kitchen.

· Assists in clearing soiled dishes, dirt and trash.

· Performs other duties that might be assigned by superior.
HOTEL KIMBERLY INCORPORATION



Sept. 2002 – June 2004

Amadeo, Cavite, Philippines



F&B Staff
· Looks after the necessary preparation before the start of the operation:

a. Wipes/prepares the necessary containers, hollow wares, napkins, trays, cutleries and other  supplies

b. Refills salts and peppershakers and other condiments.

c. Checks and re-stocks service station and sees to it that the par stock is maintained.

d. Sets up the tables.
· Studies the menu and families the outlet’s specialties as well as the out-of-stock items.

· Takes and serves food and beverage order according to the prescribed standards of service.

· Assists busboys/busgirls in placing and picking up orders from the kitchen.

· Assists in clearing soiled dishes, dirt and trash.

· Performs other duties that might be assigned by superior


HITACHI COMPUTER PRODUCTS(ASIA) CORP.


Feb. 2002 – July 2002


Binan, Laguna, Philippines




Quality Control Group

· Sharp Visioner Awardee

· Quality Control Final Visual Checker.

· Conducts Quality Control patrol Activities.

· Coordinates with the other groups in implementing the countermeasure for an occurrence of the problem.

· Trains and rectifies the worker in the production area.

· Analyses the cause(s) of the No Good Drives.

· Supported Quality Control Staff by responding to service requests.

EDZ (Yazaki) MANUFACTURING INC.



May 2001 – Nov. 2001
Imus, Cavite, Philippines


Production Operator

· Installing Automotive Wiring Harness

· Supported staff by responding to service requests.
TRAININGS ATTENDED



Philippine Dairy Product Corporation



Oct. 2000 - Feb. 2001



(known as Magnolia)



Gen. Trias, Cavite, Philippines




On-the-Job Trainee (700 Hours)

· Encoding Preventive and Corrective Maintenance Work Orders using Total 
Management System (ToMMS Database)
· EncodingPurchase Requisitions using System Application Products in Data 
Processing (SAPDP)
· Typing memos, reports and other documents.
· Organize files
· Handling incoming and outgoing calls.




Rogationist Academy Learning Resource Center


April 2000 – May 2000



Rogationist College



Silang, Cavite Philippines







On-the-Job Trainee

· Encoding data and files.

· Organize files, records, and other documents.

· Handling incoming and outgoing calls.

Tagaytay City Hall





March 1999 – May 1999

Tagaytay Housing Office


Tagaytay City, Philippines


Data Encoder

· Encoding data and files.

· Organize files, records, and other documents.

· Handling incoming and outgoing calls.

EDUCATIONal QUALIFICATION:
Rogationist Academy College of Technology






COMPUTER TECHNOLOGY


· Office Management with Computer

· Graduate

PERSONAL CIRCUMSTANCES:
	Date of Birth
	December 10, 1982

	Citizenship
	Filipino

	Religion
Height
	Roman Catholic
130 lbs.

	Weight
	100 lbs.




Language Known



English & Tagalog



Visa Status



Employment Visa

