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Objective: To give outmost support and loyalty to the company with the experiences, skills, and abilities I can contribute to its success in achieving its vision, goals, and objectives.
Education

Tertiary
Computer Science




Asian Institute of Computer Science




2006- 2007
Pampanga, Philippines






Secondary

High School Diploma



Pampanga High School




2002-2006
Pampanga, Philippines

Work Experience

	Name of the Company
	Duration
	Designation

	City of San Fernando City Hall
Pampanga, Philippines

	January 04, 2013 - July 05, 2015
	Secretary


	Gracelane Hotel 
San Fernando, Pampanga, Philippines
	April 2011-December 2012
	Receptionist


	Robinsons Mall
San Fernando, Pampanga, Philippines
	March 2008 – December 2010
	Sales Representative


JOB DESCRIPTION
Secretary
· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed.
Receptionist

• Greet and register the guests when they come in, assign rooms, deposit valuables  in safe deposit boxes, issue room keys, make welcome calls, issue discount cards, pamphlets, take room service orders from customers, etc. 

• Orient guests of all the rules and regulations of the hotel upon check in. 

• Making reservations over the phone, making electronic reservations, respond to e-mails. 

• Maintain hotel room inventory. 

• Transfer calls to the guests and if they are unavailable, to make a note of the caller and without fail inform the guest when he or she returns. 

• Inform the housekeeping staff regarding the part of the day, when the room is vacated by the guest, so that they can clean up the room. 

• Help them with the travel arrangements. 

• Offer information about the city and the best places to visit. 

• Collect payments from guests. 
Sales Representative

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Recommends changes in products, service, and policy by evaluating results and competitive developments.

· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.
· Reviewing professional publications; establishing personal networks; participating in professional societies.

· Provides historical records by maintaining records on area and customer sales.

· Contributes to team effort by accomplishing related results as needed.
Skills
· Flexible, reliable and dependable hard – worker.

· Fast Learner. 

· Motivated with a strong desire to learn.

· Basic knowledge of computer skills (Microsoft applications to include Word, Excel, PowerPoint)

· Possess special sensitivity to meeting diverse needs in varied situations

· Proven record of reliability and responsibility.
I acknowledge that the above mentioned statements are true and correct.

Sincerely yours,

        Applicant

