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OBJECTIVE

To fully utilize my knowledge, skills and experience in a progressive company that will render a satisfactory service to the company where I shall be working in my ultimate pursuit and would be able to highlight my expertise in providing excellent customer service given my professional background and experience.

QUALIFICATIONS

•Can work under pressure

 •Able to manage time effectively and efficiently.

•Very much dedicated and committed when it comes to work.

•Systematic and a very organize person

WORK EXPERIENCE: 
Position
: HEAD RECEPTIONIST- THE DOLLHOUSE BEAUTY LOUNGE- JUMEIRAH 2, DUBAI, UAE

Duration
: JULY 2013 to PRESENT
Responsibilities
: Answering Phone Calls and Emails, Booking and Checking out clients, assisting clients needs and questions, handling customers complain, putting products on the system and selling it, making daily sales and expenses report, making staff schedule and assisting all the needs of the company.
Position

:FRONT DESK CLERK- LOCAL GOVERNMENT UNIT- DUMANGAS



Duration

: MARCH 2012 to JUNE 2013
Responsibilities
: provide customer service to clients and customers, answer phones, transfer calls, schedule appointments, complete faxes and emails, and file paperwork.
Position
:F&B SERVICE DEPARTMENT RECEPTIONIST AND HOUSEKEEPING STAFF- LA CARMELA DE BORACAY RESORT HOTEL
Duration

: MARCH 2011 to MARCH 2012
Responsibilities
: answer and redirect calls as necessary, call clients , check-in visitors, help visitors find offices, respond to mail, set appointments, schedule meetings and update records, entertain guest and respond to their needs and reserves seats.


: keeping guest rooms clean, providing clean linen and bedding, vacuuming and removing trash, provide extra linen by request, cleaning after guests have checked out of the hotel.

Position
: MARKETING ASSISTANT- ABE INTERNATIONAL BUSINESS COLLEGE
Duration

: JUNE 2010 to MARCH 2011
Responsibilities
: Supports sales presentations by assembling quotations, proposals, slide shows, demonstration and product capability booklets; compiling account and competitor analyses, Provides marketing tracking and research information by collecting, analyzing, and summarizing data and trends.
EDUCATIONAL ATTAINMENT:  


Graduate of Bachelor of Science in TOURISM

ABE INTERNATIONAL BUSINESS COLLEGE, April  2013

Iloilo City Philippines

Student Leader Awardee

PERSONAL DATA 

· Date of Birth


:  July 1, 1992
· Nationality


:  Filipino
· Height



:  5’’3
· Weight



:  135 lbs.
· Visa status


:  Employment Visa
· Languages known

:  English, Tagolog, Visaya,
