QUALIFICATIONS

· College Graduate year 2013 (Bachelor of Science in Tourism Management)
· 1 year and 3 months experience as Receptionist/Admin Assistant (KEAN POWERHAWS FOODS)

· 1 year  experience as  Receptionist/ Customer Service /Cashier (GEMINIKS SALON)

· 5 months as Assistant Secretary to the Mayor-OJT ( MUNICIPALITY OF ARINGAY)

PROFILE

· With good grasp on operating computer systems (WORD, EXCEL, POWERPOINT, OUTLOOK, INTERNET)
· Excellent understanding on travel bookings(flights and hotel)
· Outstanding verbal and written communication skills
· Relates well to people with variety of cultures and socio-economic conditions
· With excellent common sense and good decision-making ability in the implementation of correct interventions
· Proficient and hardworking person with good sense of initiative and industry 

· Great sense of sensitivity in meeting people’s needs in dynamic situations

· Dedicated personality; willing to learn and can adapt to change
CAREER HISTORY:

1. Receptionist/Admin Assistant
December 2014- March 2016
Kean Powerhaws Foods
Philippines
DUTIES AND RESPONSIBILITIES

· Answering questions regarding company and services via telephones, faxes, emails and walk-ins

· Hotel and flight bookings
· Arranging incoming and outgoing couriers with commercial invoices if necessary

· Assisting the Manager for secretarial duties
· Purchasing and stocking Stationery supplies 
· Booking meetings 
· Collecting payments from clients

2. Receptionist/ Customer Service/ Cashier
November 2013- November 2014
GEMINIKS Salon
Philippines
DUTIES AND RESPONSIBILITIES

· Answering questions regarding company and services via telephones, faxes, emails and walk-ins
· Ushering customers around and to the desired staff
· Word processing and secretarial activities to Manager

· Marketing available promos 
· Maintaining current and accurate filing system

· Issuing invoices and receipts to customers

· Maintaining an adequate inventory of office supplies

· Providing administrative support to colleagues as necessary
· Providing exceptional customer service to all types of people
3. Assistant Secretary to the Office of the Mayor
June 2013- October 2013
Municiplaity of Aringay, 

Philippines


DUTIES AND RESPONSIBILITIES

· Answering calls, faxes and emails for the Mayor
· Scheduling appointments 
· Taking minutes during meetings

· Manages travel bookings and liaises with the Mayor 

· Maintains a good filing system

· Organizes incoming and outgoing documents from the office of the Mayor
PERSONAL INFORMATION
Age


:
25 years old

Civil Status

:
Married
Sex


:
Female

Date of Birth

:
November 28, 1990
Place of Birth

:
Philippines

Religion

:
Roman Catholic

Nationality

:
Filipino
Height 


:
5’2”

             Language Proficiency
:            English, Tagalog (Mother Tongue)
EDUCATIONAL BACKGROUND
Tertiary:

Saint Louis College, Philippines (2007-2013)


Bachelor of Science in Tourism Management
Secondary:

Notre Dame Institute(2003-2007)




Philippines

Elementary

Aringay Central Elementary School (1996 – 2003)
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