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CV NO: 1526106
Position Desired: Data Encoder/Customer Service Agent/Ticketing-Travel Consultant
Objectives: To secure a position with an establishment that will utilize my skill, knowledge and qualification to their fullest potential.
Qualification and Skill:

· Computer literate: Microsoft Word, Excel, PowerPoint Presentation and Internet Research with good typing speed.

· Have an excellent telephone manner.

· Committed of delivering exceptional service.

· Self-motivated and willing to be trained.

· With knowledge in GDS (Sabre and Amadeus).

Training and Working Experience:

· August 02,2013 – December 01, 2015
Teleperformance Inc. / Expedia Travel


Ayala Ave, Makati City Philippines


Air Support Desk Representative
Responsibilities:

· Receive inbound and make outbound calls from/to passengers concerning to their flight reservation like creating a booking, voluntary changes, refunds, name corrections, schedule changes and flight confirmation.
(U.S pos – Airline Schedule Change team)

· Calling on airlines to seek information and assistance regarding irregular operation that cause schedule changes, delays and flight cancellation and will ask good alternative flight options or hotel accommodation if any for passengers. Make call outs to notify passengers, offer options that amend their preferred schedule. Processed ticket re-issuance and sent updated itinerary to the passengers.

(SG and MY pos - APAC air fulfillment team)

· Issuing tickets for new bookings. 

· Receive calls and assist passenger regarding voluntary request, schedule change or un-ticketed reservation due to error such as: credit card error, fares, and name error or unable to confirm booking due to airlines no ticketing/business agreement.
· Search flights, process exchanging and refund ticket per customer request in accordance of ticket fare rules. Collect rebooking/change fees or other airlines required fees through GDS, EMD or BSP.
· Issue MCO’s for residual amount if airline permits.

· Do familiarize airlines policies specially ticket fare rules as a reference in executing a task and to avoid debit memos. Responsible of reading new updates about important events that causes flight disruptions.
· September 15, 2011 – September 17, 2012


Jumeirah at Etihad Towers Hotel


Corniche Road, Abu Dhabi


Guest Service Assistant / Service One

· March 2008 – August 07, 2011

Marco Polo Hotel

Al Muteena St. Deira, Dubai

Telephone Operator

Responsibilities:

· Answering all phone calls according to the company wide standards.

· Dealing with guest complaints and monitoring all guest issues and request through HOTSOS system. Making sure of giving a guest satisfaction calls back once the guest issues or request are completed.

· Logging official calls made, pulling reports through FCS system and changing call of restrictions of room/admin extensions upon requests via Site Administration application.

· Responsible of reviewing hotel generic emails and forwarding it to concern person/department.

· Ensuring all wake up calls are set correctly and punctually and that any failures are followed up.

· Ensure that all faxes (especially for guests) are collected by the concierge and delivered immediately and they are recorded properly

· Ensure that guest messages in Opera are typed correctly following the Jumeirah standard.
· Updating the digital phone book on the opera front office system regularly as well the notice boards with the important information or events within the hotel.

· Perform any other duties as may reasonably be requested by the management.

· November 7, 2007 – March 2008

Updated Design L.L.C

Deira, Dubai. U.A.E
Receptionist
Responsibilities:

· Attending telephone queries and transferring calls to related parties.

· Scheduling meetings, opening and distributing mails and office filings.

· Responsible in making weekly Petty Cash vouchers or daily expenses and recording it properly.

· Preparing and sending quotations and processing of LPO.

· Responsible in maintaining office files and records.

· Greeting and entertained visitors as they enter the office, determined their needs

and direct them to appropriate person.

· Performed other related duties as assigned.

Educational Attainment & Trainings:

· Associate in Computer Secretarial

· September 10, 2005 – February 28, 2006

Rhine Marketing Company

Roxas, City, Philippines

OJT/ Office Assistant

· More Refined Customer Interaction Training
· Cross Training: Learning & Development Coordinator

· To assist and coordinate of implementation of hotel training programs with trainers, training room set-up based on attendees, preparing all material required for training such stationeries and updated hand-outs. Accurately record all the training activities and hours to ensure every colleague undergo such training programs.

· Sabre training – August – October 2013.
Personal Information:

Age: 

30 years old.

Civil Status:
Married
Nationality:
Filipino

Expiry Date:
15 October 2020

Visa Status: 
Tourist (Husband visa on process)

Thereof the statements above are true and correct based on my experience.
Applicant
