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Noronisa 
Career Objective
:To land a job that can support myself financial needs and where I can

 utilize what I  have learned and lead me to achieve my long term career plans.

Qualification 
: Graduate Bachelor of Science in Tourism Management
Work Experiences 


· Assistant Event Organizer and Event Facilitator (June 2014 - May 2015)
 Park, Manila

Responsibilities:

· Provide office support services in order to ensure efficiency and effectiveness within the tourist information center

· Assist tourist both local and international visitors

· Assist in the planning and preparation of events, and conference and telephone calls

· Respond to public inquiries

· Assist in preparing delegate packs and papers

· Greet, assist and/or direct tourist, visitors and the general public

· Perform other related duties as required

· Assistant to Front Desk Officer, Receptionist, Secretariat (OJT) (April-June 2013)

            Human Resource Division, Department of Tourism, T.M. Kalaw St., Rizal Park, Manila

Responsibilities:

· Answer all incoming calls and handle caller’s inquiries whenever possible

· Receive, direct and relay telephone messages and fax messages

· Provide word-processing and secretarial support

· Providing secretarial, clerical and administrative support in an effective and efficient manner.

· Assist the Executive Director and other staff as requested  for related  administrative services 

· Receptionist and Reservation Officer (OJT) (Mar-May 2012)


Zen Travel Resources -Cagayan de Oro City

Responsibilities:

· Answer all incoming calls and handle caller’s inquiries whenever possible

· Greet guests warmly and perform registration procedures.

· Contact customers to advise them of travel conveyance changes or to confirm reservations

· Perform other related duties as required 

· Assistant Receptionist(Training) (0ctober 2011 )
 Provincial Tourism Office-Cagayan de Oro City

Responsibilities

· Assist public provincial office receptionist and deals with counter enquiries concerning provincial services and activities.
Related Trainings/ Seminars Attended

March 2014
          “Learning from Star Cruises




Iligan Tourism Summit 2014 at Maria Cristina Hotel, Iligan City

March 2014                “A Resorts World Experience”

                                    Iligan Tourism Summit 2014 at Maria Cristina Hotel, Iligan City

March 2014                “The Art and Science of Flying with Philippine Airlines”

                                    Iligan Tourism Summit 2014 at Maria Cristina Hotel, Iligan City

September 2013         “TOUR GUIDING SERVICES”

Technical Education and Skills Development Authority (TESDA)

Ayala Resor Hotel, MSU-Main, Marawi City

October 2012
           “Livelihood Training for Women”

                                    Cagayan de Oro chamber of Commerce & Industry foundation, Inc.




SM City Rotonda, Cagayan de Oro City

September 2010          “Battle of Tourism elites: Le’s Turista on Clash”

                                     College of Hotel and Restaurant  Management

                                     IPDM, MSU-Main Campus, Marawi City

Educational Background

College

Bachelor of Science in Tourism




Mindanao State University - Main Campus ,Marawi City, April 2014

Secondary

Easter Joy School, Inc. Parang, Maguindanao ,March 2009

Elementary

Parang, Central Elementary School, Parang, Maguindnao, March 2005

Personal data
Age



:23

Birth Date


:18 June 1993

Status



:Single

Religion


: Islam

Height /weight


:5’5/ 50kls.

Languages


:English  / Filipino

 
Loves to travel, doing adventure activities, exploring places, meeting new fellows and interested to mingle with new acquaintances, enjoys networking.

I hereby certify that the above information is true and correct to the best of my knowledge and 0belief
Noronisa 
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