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Summary:

1. Well educated and dedicated with positive attitude, flexible, can work well under pressure, having a strong sense of responsibility and self motivation.
2. Can speak fluent English, and proficient in using Tour plan, computer literate.
3. Good team player, communicative and ability to work under pressure, with strong administrative skills.
Professional Experience:
	Reservation & Administrative Supervisor                                                  ( July  2011  -   present  )     

World of Travel FZC,                                                                       web site:         www.worldof.travel
Dubai, United Arab Emirates
Job Profile:
1. Maintain good knowledge about all the services offered by World of Travel including hotel & excursion rates.
2. Plan, describe, arrange and sell itinerary tour packages and promotional travel incentives offered by the various travel carriers, utilizing knowledge of available travel services and promotional techniques.
3. Monitor system problems, maintain log of such and coordinate corrections with IT manager.
4. Proactively monitor and respond to guest/agent comments and feedback and handle complaints in a professional & courteous manner.
5. Supervise all the reservation agents, make sure that their tasks and assignments are completed in timely manner and as per company standard.
6. Ensure that Reservation inquiries are attended at all times during scheduled hours and that sufficient staffing is present to meet the daily business demands.
7. Ensure reservation team knowledge of company services, rates and hotels featured in the program.

8. Answer all inquiries pertaining to individual hotels including room types, rates, facilities as well as surrounding areas.

9. Undertake any reasonable request made by management in any other areas of operations if such a need arises.

10. Prepare and communicate assignments to the reservation agents, assign additional tasks as they arise.




Sales and Marketing Supervisor                                                              ( May 2005  -  May 2011)     

Winforum Industrial Ltd.      
Dongguan, China

Job Profile:

1. Supervising the Marketing Department.
2. Responsible on dealing with clients and enhancing the marketing strategy to help the sales grow.  Working with our marketing team for planning and resolving the issues,
3. Responsible for monitoring the system flow as well as the clients inquiries and requests.
4. Work with Sales team for product plans and development for the coming customer season.
5. Attending business trip for client visit, fair exhibits and business conferences.
Marketing Officer




                     (May 2004 to March 2005)
Seawind Boracay Resort 

Caticlan, Philippines                                                                  
Job  Profile:

1. Working with the Public Relation team to obtain new strategy on how to improve the service and sales.

Administrator & Marketing Assistant



     (August 1996 to April 2004)

Sehwani Marketing Inc.

Job Profile:

1. Responsible for maintaining the system which includes the issuance of the cheques, delivery reciepts, sales invoice, receiving reports and computerized inventory.  

2. Dealing with client inquiries, request and attending business meetins.

Professional Development
	Education
	· Bachelor of Science Information and Computer Science

· Philippine Women’s University (1995 - 1995)
· Saint Charles Academy ( 1991 – 1992)  

	
	

	
	

	Computer Skills
	· Extensive experience using :-
1. MS office ( Power point, Excel & Word),
2. Tour Plan system

	
	


Personal Profile

Nationality:


Filipino
Marital Status:


Single
Date of Birth:


09th October 1975
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