[image: image2.jpg]


Lyn 
Visa Type - Long Term Visit Visa

Filipino Citizen
Personal Summary

A competent and flexible individual who is dedicated to work based on values in a team and consistently aims to improve oneself. Lyn has a positive character enabling her to work ethically and is keen to grow and learn within a firm. With a positive outlook in life, she is able to work with the core value of respect with what she does and to whom she works with.  With the experiences she possess, she is able to work orderly under the objectives of the organization and understands the pressures of achieving goals.
Career History
Construction Company

Development Corporation
HR/Administrative Assistant


December  2015 - May 2016 

Responsible for the full employee life cycle from recruitment, induction to exit. Provides full administrative support to the HR Manager and other HR Officers. Was also responsible in providing comprehensive support to Department Managers and other employees. Involved in the day to day-to-day running of the HR/Admin office.
· In charge of drafting contractual letters, organising office events 
· Contacting job applicants, inviting them to exams and interview.

· Acting as the first point of contact for anyone enquiring about a vacancy.

· Arranging pre-employment medical examinations. 

· Handling all employees for time off requests and grievances. 
· Drafting, printing and distributing memos to all the concern Departments.

· Setting up, monitoring and then tracking employee probationary periods.

· Deciding on a recruitment campaign start and closing dates.
· Maintenance of the HR Record system.
· Updated and maintained staff bulletin boards and newsletter.

· In charge of setting appointment  meeting of the Board of Directors.

· Taking notes of the minutes of the meeting and distributing copies to all concerned Department Managers.

· Made travel arrangements and organised accommodation for HR Manager.

· Follows up on all outstanding issues.

· Updating all 201 files and adding future references on the Manpower Pooling System.
Incorporated
 Hotel, Resort and Casino 

Sales Associate




April 2015 - November 2015

Responsible in providing the most convenient and most valued experience to 
customers.  Associates in this position know how to greet, qualify, recommend and 
close deals in every customer. Maintains the in-stock condition of assigned areas 
and ensure orderliness. Has the responsibility of providing safe environment by 
following all safety policies and standards and working safely as not to endanger 
themselves, co-workers or customers. Works as a team with the whole sales 
department to sum up with the ideas that would meet customers satisfaction.

· Works in a fast paced sales environment, providing helpful, quality service and sales, while enhancing the customers travel and/or vacation experience.
· Creating a positive customer service experience by listening to and identifying customer needs.
· Effectively communicate and offers friendly assistance to all the type of customers.

· Maximize revenue opportunities by means of addressing/overcoming customers by objections to placing a reservation, utilizing various sales techniques as appropriate to obtain possible booking.

· Assist customers with various post rental queries that involve the rental and billing process.

· Achieve personal sales goals while supporting the goals of the team.

· Viewing every customer contact as a sales opportunity and soliciting reservations on customer service calls.

Chibugan University Fast food

(Business Practicum)


Co-Owner/Secretary





June 2014 – February 2015

The Business Practicum is a part of the curriculum of BS Entrepreneurship wherein students were able to apply the technologies they learned. Chibugan University Fast Food was a Feasibility Study and was then organized as a Business Practicum. As the co-owner of the business, one of the responsibilities is the preparation of the meals to be served in the fast food business and ensure the quality of all the products sold. Being the Secretary is another function, which requires recording of all the minutes of the business meeting and keep important business files. 
· Update and meet all the business permits and licenses.
· Collate all the records of other Departments.
· Create General Report.
· Design recording system, which will ease the flow of operations.

· Contribute with the preparation and garnishing of all the meals to be served.

· Gather feedbacks and suggestions from customers.
Key Competencies & Skills

Professional
· Working in fast paced environment
· Ability to organise and prioritise workload within any setting.
· Completing all tasks in a timely, organised and professional manner.
· Ability to communicate effectively in English, both orally and in writing.
· Able to work on multiple projects simultaneously.
· Strategic and unique marketing skills.
· Knowledgeable in different Entrepreneurial aspects.
· Creative and vast business concepts.
· Computer literate (MS Word, MS Excel, MS Powerpoint)
· Knowledgeable in Secretarial work.
· Able to work effectively and efficiently in the field of customer service.
· Able to negotiate with different people in a variety of work scenarios.

Personal

· Able to work closely with other professionals as a part of a team.
· Strong influencing and communication skills.
· Able to pick up new skills and knowledge quickly.
· Thinking laterally  to create options and solutions.
· Positive attitude "can do" towards work.
· Able to communicate politely.
· Able to present ideas thoroughly.
· Willing to accept responsibility.

Education






Bicol University

College of Business, Economics and Management

BS Entrepreneurship

· Bachelor of Science in Entrepreneurship 

2014 – 2015
· Associate Diploma in Entrepreneurship

2013 – 2014
· Certificate in Basic Entrepreneurship

2012 – 2013
· Technology – Based Entrepreneurship

2011 – 2012
Ligao National High School


Secondary Education




2007 – 2011
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