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OBJECTIVE:
To work in a professional and challenging environment where I can be an asset to the company, simultaneously grow in an organization and pursue a career that utilizes my knowledge and experience for the benefit and service of the company. 
SKILLS AND QUALIFICATIONS:

· Able to provide excellent product knowledge and apply selling techniques.

· Enjoy business marketing and networking events.

· Able to work instinctively with good initiative.

· Successfully provide a courteous and efficient customer service.

· Willingness to continue training and development.

	EDUCATIONAL BACKGROUND

	Bachelor of Science in Tourism (2007-2011)

Lyceum of the Philippines university, Batangas, Philippines




	JOB EXPERIENCES

	Receptionist Cum Secretary
May 2014 – April 2015

COMPANY: SM Prime Holdings
Batangas City, Philippines

DUTIES AND RESPONSIBILITIES:

         Provides customer service through attending phone calls inquiries, email inquiries, visitors and guest inquiries – assisting them by providing the knowledge that would guide or lead them in such a way when clients are asking the company products and services. Refer them directly to Sales executive or Supervisors or Sales Manager when it is not in accordance of my knowledge to support them details. Received emails and disseminate the information to the concerned person in the company. Ensures confidential company documents and correspondence are delivered timely, Prepares Delivery Note Details , purchase orders and project quotations , Establishes, maintains, and updates files, database, records, and other documents like Insurances and Policies and Company Certificates, Performs other related duties as required by the supervisor and Managing Director.
Sales Support Staff

April 2013 – April 2014

COMPANY: Staff Search Asia (Walter Mart Department Store) 

Imus, Cavite, Philippines

DUTIES AND RESPONSIBILITIES:

           Providing excellent customer service by sharing product benefits with customers and recommending link sale. Identifying and responding to customers need, following complaints promptly. Demonstrating respect and enthusiasm to work with colleagues. Ensure stock deliveries are swiftly processed and displayed according to its range. Able to identify when a customer needs help and adjust service style to suit the needs of each customer. Ensure store is fully replenished at all times. Check tag price and provide daily sales report. Thank customers when they leave and encourage them to return to the store.  Know and understand the refund and exchange policy.

Office Clerk Cum Receptionist
December 2012 – February 2013

COMPANY: BUREAU OF CUSTOMS
General Trias, Cavite, Philippines

DUTIES AND RESPONSIBILITIES:

         Collecting excess export fees. Assisting with billing concerns. Handles self correspondence. Maintaining general files according to the system. Typing and filing of all correspondences and reports as a daily routine task. Receive and assist visitors and telephone callers. Ensuring that all correspondences and emails are being passed on to the concerned personnel.  Perform other duties as assigned or as necessarily dictated. Maintain harmonious working relationship and the spirit of teamwork.
Secretary Cum Receptionist
November 2011 – November 2012

COMPANY: Herstal Security Agency  (SM Calamba)

Calamba, Laguna, Philippines

DUTIES AND RESPONSIBILITIES:

             Ensures confidential company documents and correspondence are delivered timely, Prepares Delivery Note Details , purchase orders and project quotations , Establishes, maintains, and updates files, database, records, and other documents like Insurances and Policies and Company Certificates, Performs other related duties as required by the supervisor and managing director.


	


	TRAININGS & SKILLS

	ON-THE-JOB TRAINING

FILIPINIANA HOTEL

Calapan, Oriental Mindoro, Philippines
RECEPTIONIST

             Responsible for representing the company’s clients to their customer by handling calls promptly. Interacting with customers to determine their needs, and providing consistent, high-quality service and accurate information to the customers. Ensuring that all customers register on the reception. Maintain records of guests and visitors coming in and out of the hotel. 

LAGO DE ORO

Calatagan, Batangas, Philippines

RECEPTIONIST

             Responsible for representing the company’s clients to their customer by handling calls promptly. Interacting with customers to determine their needs, and providing consistent, high-quality service and accurate information to the customers. Ensuring that all customers register on the reception. Maintain records of guests and visitors coming in and out of the hotel. 




	PERSONAL DETAILS

	Birthdate
	:
	7 April 1991
	Visa Status
	:
	On Visit

	Languages Known
	:
	English, Filipino
	
	
	


