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Ellenor 
Personal Details:   DOB: March 3, 1980




 Status: Single




 Nationality: Filipino




 Religion: Catholic
Work Experience:
December 2013 – December 2014 – Front Desk CRO

Retail Sales, Marketing and Customer Service

Philippines

March 2013–September 2013 - Travel Consultant

Travel and Tourism

Marsman Drysdale Travel, Philippines

February 2012 – August 2012 – Customer Service Executive

Airlines/Aviation

Non-Voice Team – Singapore Airlines
Teledirect Pte Ltd., Singapore

June 2001- October 2011 – Senior Reservations Sales and Customer Relations Officer 
Airlines/Aviation

Reservations Telesales Department – Philippine Airlines Inc.




Major Accomplishment for 2015
Top Holder of National Certificate II in Cookery  - TVET/TESDA

Education:




Lyceum of Alabang October 2015




National Certificate II in Cookery 




Certificate License 



Issued on : October 2015




Valid until : October 2020




St. Paul University of Manila 1997-2001



Bachelor of Arts Major in Communication Arts




1st – 4th Year College – Dean's Lister/ Program Chairperson's List




Casa Del Nino Montessori and Science Highschool




Highschool Graduate with Honours

Major Work Accomplishments 

· Service Awardee (dedicated service to PAL)

· Recipient of Commendations from passengers (Commendation-Service Rendered during Typhoon “Ondoy”, Commendation from a passenger on dealing with their tour package to Kalibo)

· Tour Package Handler of the Year

· Handled First Class and Business Class Passengers, Flight Information (Departure/Arrival of Domestic and International Flights) and tour packages (PALakbayan-Domestic and Swingaround-International)

Major Duties and Responsibilities
· Handled flight and hotel reservations, inquiry and ticketing thru email, phone and walk in.
· Acted as a resource person in product updates and briefings to individual and group passengers, VIP and elite members.
· Provided information on International/Domestic fares/restrictions, flight availability/status, schedules, departures and arrivals, and other travel-related information.
· Designated as customer relations officer by listening and pacifying  irate and inconvenienced passengers, assisting and resolving their complaints.
· Administered Electronic ticketing thru company’s internal system and audited fraud credit card transactions.

· Organized company’s annual big events.

· Trained Customer Service etiquettes and system updates for newly hired employees.
· Managed front desk office in assisting VIP clients, handled retail sales of Marie France products, administered cashiering duties and acted as OIC Consultant in the absence of department head.
                                     Trainings and Seminars Completed:
Place: Pacific Star Building Makati City





March 2013

· Basic Galileo Reservations and Ticketing

· Basic Amadeus and Altea Reservations and Ticketing

· Basic Abacus Reservations and Ticketing

Place: Teledirect Pte. Ltd. Office, Singapore Airlines, Singapore 


March 2012 – May 2012

· Basic Kriscom Reservations – Singapore Airlines

· Commercial Ticketing – Singapore Airlines

· Star Alliance Reservations and Ticketing

· Crisis Management Training

· KrisFlyer Redemption Training

· Amadeus Altea PBSS Training
Place: Pal Learning Center
· Integrated Reservations Course-Basic
               04 June-25 June 2001

· Customer relations Workshop


   25 June-27 June2001

· Customer Relations Workshop


   25 June-27 June 2001

· International Tariff & Ticketing Course-Briefing
   09 October 2002

· International Passenger & Baggage Handling             26 March 2003

· International Passenger Fares & Ticketing Modified  23 June-27June 2003

· Electronic Ticketing For Reservations Staff

   26 May-27 May 2004

· Hello! Refresher



               08 Feb-09 Feb 2007

· Integrated Tariff & Ticketing Reservations Sales
   17 Sep 2007

· Tariffs Briefing for Reservations Personnel

   23 Oct-24 Oct 2009
· Rapid Reprice (Domestic)



   27 Oct 2010
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