Background:

Associates in Office Administration

(Undergraduate) - 2003

De La Salle University – Dasmariñas

Cavite Philippines.

Areas of Specialization:

Sales and Marketing

Customer Service

Telephone skills

Technical Skills

Personal Data:

· Nationality  : Filipino
	· Civil Status :  Married
   Height
	:  5’4


· Visa Status : Tourist Visa
Contact details available upon request


PROFESSIONAL SKILLS
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· Exceptional customer service
· Profound ability to remain flexible and get in company with all personality types.
· Proactive decision-making skills.
· Knowledge in Microsoft office.
· Oral and written communications skills (English).
· Self-motivated, professional, capable of working independently or as part of a team.
· Multi-tasking, committed to give quality work.
· Competent computer skills including MS Office or equivalent.
· Self-motivated and able to learn initiatively.
· Capable to understand and speak English, Filipino and Nihongo.
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WORK EXPERIENCE

Procter & Gamble Philippines

Sales Assistant

Philippines

January 2012–March 2014

· Knowledge of techniques, current marketing tools and promotional ideas can increase store profits and sales essential.
· Ensure the achievement of sales target.
· Prepare and submit accurate reports on time.
· Have the ability to communicate with coworkers and clients and supervise other members of the team.
· Provides fast, efficient and courteous service at all times to costumer.
· Ensures that the customer needs are satisfied and exceeded.
Patrol News Express

Receptionist cum Administrative Assistant Philippines (October 2008 – November 2011)

· Managing of reception which includes answering and directing all incoming calls & take messages.
· Greet public and clients and direct them to the correct staff member.
· Fax, scan and copy documents, maintain office filing and storage systems.
· Arranging of postage, mails and couriers.
· General administrative support to other departments as required.
· Data entry, documentation and correspondence.
· Co-ordinate and organize appointments and meetings
· Monitor and maintain office supplies
Amore Travel Agency

Travel Agent

Philippines

March 2006 – May 2007

· Collect payment for transportation and accommodations from the costumer.
· Converse with costumer to determine destination, mode of transportation travel dates, financial considerations and accommodations required.
· Compute cost of travel and accommodations using calculator, computer, carrier tariff books and hotel rate books or quote package tour’s cost.
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· 
Book transportation and hotel reservations using computer terminal or telephone.
· Plan, describe, arrange and sell itinerary tour packages and promotional travel incentives offered by various travel carriers.
· Provide costumer with brochures and publications containing travel information, such as local customs, points of interest or foreign country information.
Refine Female Band

Vocalist / Entertainer

Okayama-ken, Japan

December 23, 2003 – January 13, 2006

· Sings the main vocal line of a tract.
· Have self-discipline to rehearse and practice to improve performance.
· Punctual and dedicated to the job.
· Ability to participate and accept others comments and ideas in order to improve the stage performance.
· Have strong communication skills and can get along with different types of people.
· Confident and have the ability to take criticism positively.
Stages live band and Resto

Food Attendant

Philippines

May 2003 – October 2003

· Takes and serves food and beverage according to prescribed standards of service.
· Looks after the necessary preparations before the start of operation like preparing the table napkins and tray, refilling salt and peppers and other condiments.
· Presents food bill to the guest receives payments and remits the same to the cashier.
· Clear tables return all dishes, silverwares and tray to scullery for washing.
· Clean tables and chairs.
· Attends to the guest inquiries, request and complaints.
· Giving costumers satisfaction dining and visiting experience.
Wendy’s Hamburger

Cashier

Philippines

March 2002- September 2002

Jollibee

Cashier

Philippines

May 18, 2001- August 18, 2001

· Greeting the costumers heartedly.
· Getting the costumers order and preparing their food.
· Suggesting new food products and store promotions.
· Recording account transaction and calculation of daily collections.
· Managing the cashier’s desk-receipts.
· Develop and maintain sales materials and current product knowledge.
· Cleaning counter area, ringing up orders and filling up napkins, spoon, forks and condiments.
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