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Objective:

To pursue a highly rewarding career, seeking for a job in a challenging and healthy work environment where I can fully utilize my acquired skills and knowledge efficiently for organizational growth.
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Personal Strength:


I am an organized, hard working, motivated and reliable person. I enjoy working with adults and children regardless of race, religion and personal beliefs. With my flexibility and dedication, I am an asset to any institution I am associated with. I work well under pressure and work well in a team or independently.


Work Experience:


1. Position:
VISA SECTION/TRAVEL CONSULTANT/CASHIER

Duration:
March 11, 2014 – March 24, 2016

Company:
AL AND TRAVEL LLC

Industry:
TRAVEL AGENCY


Job Description:

TRAVEL CONSULTANT

· Liaising with clients in person, over the phone or via email to discuss their travel requirements.
· Advising clients on suitable options for domestic or international destinations, tours, accommodation, transport, insurance and fares.
· Preparing customized itineraries to suit the clients’ preferences and budget.
· Making and confirming bookings.
· Issuing tickets or relevant documents.
· Providing up to date advice on travel regulations including visa and medical requirements, baggage limits, safety and local customs.
· Modifying existing bookings to suit a change in clients’ circumstances.
· Researching destinations and keeping up to date with travel industry news.
· Ongoing training with other team members and management.
VISA SECTION

· In-charge in tourist visa renewal
· Requesting immigration list from Dubai Immigration.
· Gathering detailed information of each tourist visa applicant for proper monitoring.
· Monitoring entry dates and validity of the visa of each passenger and informing them about it to avoid penalties caused by overstaying.
· In-charge in Oman visa processing.
CASHIER


Handling cash transaction


Receive payments by cash, cheques, credit card etc.


Issuing Receipt Voucher


Making sales report

2.
Position:
ADMINISTRATIVE ASSISTANT/ACCOUNTABLE FORMS IN-CHARGE/INTERNAL AUDITOR

Duration:
May 23, 2011 – January 31, 2014

Company:
GROUP OF COMPANIES

Industry:
Automobile / Vehicle

Department:
AUDIT DEPARTMENT

Job Description:
• Accept all requisitions for printing of accountable forms within Norkis Group of Companies-Luzon.

· Administering accountable forms transaction.

· Proper maintenance of the storeroom area as well as daily checking of the forms to ensure that rodent does not infest the area.

· Attending all written and phone communications for MSD and branches’ follow-ups of forms delivery schedules.

· Receiving/forwarding of memos and letters to MSD personnel/officers as recipient.

· Segregating and filing of incoming communications from different NORKIS branches to their respective folders.

· Preparing and forwarding requisitions of office supplies to Purchasing.

· Monitoring of inventories and serving of office supplies requested by the MSD personnel.

· Processing the cash advances on office related expenses and handling such at the same time including other

funds for MSD operational expenses.

· Filing of requisitions, request for CDRs, reports, memos and other files of important documents.

· In-charge in keeping of folders and/or logbooks for working papers and MSD reports.

· Proper maintenance of the filing/stock room area.

· Other duties which may be assigned by the superior as deem necessary.

· Undertakes any assignment given by the mgt of msd under Norkis at any given time
· Conducts, assist in conducting reviews and verifications of the assigned organizational and functional activities.
· Determine or assist in determining the direction and thrust of the proposed audit effort.
· Plans and assist in planning the scope of the audit.
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• Prepares or assist in preparing an audit program and procedures to be used

3.
Position:
OFFICE CLERK (ON-THE-JOB TRAINING)

Duration:
April 12, 2010 to May 31, 2010

Company:
SOCIAL SYSTEM – BACOOR

Company Industry:
Insurance

Job Description:
Encoding Sick Leave and  Maternity Reimbursement.

Printing approved reimbursement from main office.

Segregating approved and under process application.

Filing reimbursed application.

	4.   Position:
	SALES PROMOTER

	Duration:
	Jun 4, 2010 - Apr 5, 2012 (1.8 yrs)

	Company:
	COSMETICS INC.

	Company Industry:
	Advertising & Marketing & Promotion / PR

	Department:
	SALES

	Job Description:
	Filing and recording all company documents,

	
	
	Promoting the products for fast disposals or sales,

	
	
	Undertake full responsibility of assisting customers regarding the product lines and Responsible in checking

	
	
	delivery of goods and orders

	
	

	
	EDUCATION

	
	
	

	
	
	



	
	
	Highest Education

	
	Education Level:
	Bachelor's / College Degree

	
	Education Field:
	Business Studies/Administration/Management

	
	Course:
	BS BUSINESS MANAGEMENT MAJOR IN MARKETING

	
	School/University:
	CAVITE STATE UNIVERSITY – COLLEGE OF BUSINESS AND ENTREPRENEURSHIP

	
	Location:
	IMUS, CAVITE

	
	
	

	
	SKILLS
	

	
	
	

	
	
	



Strong organizational, administrative and analytical skills.

Excellent spelling, proofreading and computer skills.

Ability to maintain confidentiality.

Excellent working knowledge of all Microsoft Office packages.

Ability to produce consistently accurate work even whilst under pressure.

Ability to multi task and manage conflicting demands.

PERSONAL INFORMATION


Date of Birth:
May 26, 1991

Gender:
Female

Civil Status:
Single

Nationality:
Filipino

Religion:
Christian-Catholic

First Name of Application CV No: 1648200
Whatsapp Mobile: +971504753686 
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