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OBJECTIVE
Seeking for a job wherein I can extend and share my acquired knowledge. I am dedicated person who wants to use my skills & experience to help for the successful of the reputed organization.
WORK EXPERIENCE
· Management LLC – Bur Dubai
Reservation cum Sales Coordinator

October 2012 up to present

· Responsible for all hotels booking via email, fax & telephone for all properties.

· Replying & updating the confirmation number thru email, phone & extranet for the OTA’s booking.

· Tracking future room availability on the basis of reservations.

· Communicates with the reception for any special request from the guest thru the reservation number.

· Sending daily walk-in rates and other requested reports on daily basis.

· Helps develop room revenue and occupancy forecast.

· Responsible for Online Travel Agency booking or OTA’s.

· Loading & updating rates based on our competitive hotels.

· Preparing contracted rates and sending to all existing TA & corporate companies.

· Charging all Non-Refundable reservation using the credit card machine on daily basis.

· Preparing the expected arrivals on daily basis.

· Making sure that files are kept & filed accordingly.

· Handling daily correspondence & inquiries thru email and telephone.

· Thinking daily strategic how to up selling rooms and contribute more revenue.

· To be aware of all front office procedure & assisting reception duties if required.

· Maintaining a neat & clean appearance of working area all the time.

· Sun East Travel & Tourism – Airport Road Deira

Reservation Executive
October 2011 – May 2012

· Dealing with different clients thru messenger.
· Replying to all inquiries and assisting the clients finding hotels which would be suitable on their budget.

· Sending reservation request to the hotel requested by clients.

· Following up with the hotels regarding confirmation of the booking requested.

· Sending email to the clients regarding their hotel booking confirmation.

· Ensure special handling of repeats guest and very VIP
· Monitoring the daily arrivals and confirming with the hotel as well

· Making sure that all special requests by client sent to the hotel reservation.

· Booked Dhow cruise, Dubai city tour & safari upon requested by the client.

· Maintaining a neat, clean and orderly place at all times
· Avenue Hotel – Al Rigga Road Deira

Reservation Supervisor

September 2008 – September 2011

· Maintain systematic and organized procedure of the department.
· Handling customer queries and complaints. 
· Compiles, establish and maintain various filings and records management 
· Coordinating with various travel agencies, Airlines and Companies for room reservation
· Making the daily reports to be submitted to the manager
· Ensuring that all inquiries and booking request for the day are replied and booked accordingly in the system.

· Supervising the department in all daily work.

· Helping the team on their large amount task especially during busy time.

· Checking the completed task every end of the day.

· Keep the assigned area presentable and always clean
· Dream Palace Hotel – Muraqqabat Road Deira
Reservation cum Secretary
July 2005 – August 2008
· Maintain systematic and organized procedure of the department. 
· Handling customer queries and complaints. 
· Coordinating with various departments to ensure customer satisfaction 
· Compiles, establish and maintain various filings and records management system 
· Responsible for all room reservations of the hotel. 
· Coordinating with various travel agencies, Airlines and Companies for room reservation. 
· Scheduling the transportation to Airport, Beach and shopping malls as per Guest convenient. 
· Attending incoming and outgoing calls. 
· Taking the messages and route to my manager if call is for him
· Arranging meetings for the Hotel Manager
· Preparing minutes of meeting and filed them accordingly.
· Monitoring and  making sure that all important documents needed during inspection is updated and valid
· Maintaining proper filling
· Keeping the assigned area presentable and always clean. 
EDUCATIONAL BACKGROUND

La Consolacion College – Bacolod Philippines

June 1996 – March 1999


Undergraduate


Doña Luisa Medel National High School – Bacolod Philippines


June 1992 – March 1996


Secondary Education


Don R. A Medel Sr. Elementary School


June 1986 – March 1992


Primary Education
SKILLS & KNOWLEDGE
· Active Listener — giving full attention to what other people is saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
· Reading Comprehension — Understanding written sentences and paragraphs in work related documents.
· Speaking — talking to others to convey information effectively.
· Critical Thinking — using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
· Monitoring — Monitoring/Assessing performance of you, other individuals, or organizations to make improvements or take corrective action.
· Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.
· Service Orientation — actively looking for ways to help people.
· Active Learning — Understanding the implications of new information for both current and future problem-solving and decision-making.
· Coordination — adjusting actions in relation to others' actions.
· Writing — communicating effectively in writing as appropriate for the needs of the audience.
· Computer Proficiency - Advanced proficiency and knowledge of computer software programs such as Microsoft Word, Microsoft Excel& Microsoft PowerPoint
SUMMARY OF QUALIFICATION
· Good interpersonal skills, self-motivated, flexible and goal oriented. Willing to work under pressure, reliable, honest, hardworking and fast learner.
· Effective communication with every individual, strive to understand the needs and concerns

· Hardworking and energetic, flexible, adapts easily to change of environment and work schedule

· Able to create a positive working environment

PERSONAL PROFILE

Date of Birth
:
January 01, 1980

Nationality

:
Filipina

Religion

:
Roman Catholic

Visa Status

:
Employment valid July 2016
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