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Career Objective: A kind of position where I can use my skills and ability to give my full service to the company.I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.
 

Job Experience/UAE

Spa Receptionist(Ahasees Spa Suba Hotel Branch Dubai) 2014 to present.
· In charge of all the supplies and maintenance of the spa.

· In charge of the sales and petty cash of the shop branch.

· In charge of all the staff and the whole day operation of the spa.

· Answering phone calls for bookings and inquiries.

· Managing customer complaints and ensure an accurate solution.

· Arranging the appointment time of the customers (booked or walk-in customers) to avoid conflicts of schedule.
· Calling guests with reservation to confirm bookings.

· Calling all occupied rooms of the hotel for possible bookings for the spa (as per general manager’s approval).
· Doing basic accounting for sales report daily and monthly.

· Reporting to the general manager.

· Negotiating the prices with the customers.
· Maintaining regular guests by giving excellent customer service.
· Multi-tasking.

 Acting PRO (Iraq Consulate) 2015

· Whenever the PRO is not available or cannot do the task, I am the acting PRO to be sent for follow upsof the applied visa.
Job Experience/Philippines
Front Desk Receptionist (CourtView Hotel Philippines) 2013
· Checking in and out of hotel guests.

· Greeting/welcoming the guests in a nice and polite way.

· Answering incoming and outgoing calls.

· Transferring calls to designated person or departments.

· Reporting to the front office manager.

· Arranging bookings to avoid conflicts of reservations.

· Managing guest complaints and ensure to give the best solutions right away.

· Doing basic accounting for daily sales report.

· Making sure to give a good satisfaction and excellent customer service to the guests.
· Maintain cleanliness of the reception area which is the first place to get a good impressions from the guests. 

2. Executive Secretary/Encoder(VLM-3PL Company Philippines) 2014
· Assisting the General Manager.

· Doing power point reports/presentation of the GM for his/her upcoming business presentation.

· Answering incoming and outgoing calls.

· Arranging schedules of the GM, making sure to avoid conflicts of schedules.

· Encoding files.

Education:

1. Saint Alban's College of Technology (Major in Hotel and Restaurant Management)

3. Davao City National High School.

4. Sta. Ana Elementary School.

 

Skills and Strength:

1. Computer Literate (Microsoft word/excel)
2. Competent

3. Self confidence

4. Good Communication
5. Good customer service

6. Hard Working, trust worthy
7. Multitasking 
8. Can handle under pressure
9. Can adjust as per new environment
