	Date of Birth: 25 October 1986
Sex: Male
	Visa Status: Visit visa

Nationality: Filipino


OBJECTIVE:  To be able to acquire a position that best fits my qualifications in order to enhance my skills and knowledge, and to contribute for the continuous growth of the company.
WORK EXPERIENCE: Reservations. 
Gilas Travel and Tours – Valenzuela City, Philippines
Customer Sales and Service Representative 

Aug 2012 – Sep 2015
· Perform dual functions simultaneously i.e. customer service and sales
· Ensure consistency in exceeding sales quota before deadline as well as customer appreciation and 100% customer service satisfaction
· Provide excellent service via telephone/email to customers, making reservations, providing information regarding flights, advising on fares, action requests for special services and handling general enquiries

· Provides friendly customer service for reservations, ticketing, fares, updating visa messages and telephone sales queries 

· Coaches and trains newly hired representatives
· Provides schedule, routing, transfer and current fare information to customers
· Prepares accurate travel documents (tickets) either by computer or handwritten. Reissues or re-routes tickets, if necessary.

· Accepts payment for ticket transaction. Provides accurate change or charge document. Follow proper cash handling procedures.

· Updates schedule, monitors, information boards to convey current information to customers.

· Completes End-of-Shift report ensuring all supporting documents and deposit information are together. Prepares log sheet to explain all discrepancies.

· Follows core standards with all customers.

· Performs other duties as assigned.

Commission on Higher Education –Philippines

Office Administrator 

Oct 2009 – Jul 2012
· Supervise and coordinate activities of staff

· Interview job applicants

· Conduct orientation programmes for new employees

· Administer salaries and determine leave entitlements

· Directly involved in staff training and development, preparation of job descriptions, staff assessments and promotions

· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management

· Maintain management information systems (manual or computerized)

· Locate suitable business premises and negotiate reasonable leasing agreements

· Provide and maintain business premises and other facilities, including plant machinery and equipment

· Review and answer correspondence

· Provide secretarial or executive services for committees.
 KNOWLEDGE AND SKILLS:
· Customer handling and service management 
· Knowledgeable in Microsoft Office (Excel, Word, Outlook, Powerpoint)
· Excellent English language and organization skills
· Team builder, problem solver, fast-learner, planner, analytical and ability to handle multi-tasks, flexible, has the right attitude and excellent attention to details in a stressful and demanding job that seeks deadlines and ability to work independently

TRAINING AND SEMINARS ATTENDED:
	Zest-O Corporation
	On-the-Job-Training
	Dec 2008 – Feb 2009

	Aren Computer Services
	Computer System Training
	19 Apr 2007 – 21 May 2007 


EDUCATIONAL BACKGROUND:

Tertiary

Colegio de San Juan de Letran



Manila, Philippines


Bachelor of Science in Business Administration

2004 – 2009 

Major in Business Management
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