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Joyce 

Objectives:To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people. Tohaveaprofessionalcareerinanorganizationthatensuresexcellentopportunityforcontinued growth whichwill help meto explore myselffullyand realizemypotentials.

Educational Background:

Tertiary


:
PATTS College of Aeronautics
Bachelors of Science Major in Airline Business Administration Major in Marketing and Airfreight Operation

2007-2011

Work Experience:




Express
Ticketing Division, Marketing and Sales Department

Pasay City, Philippines
July 18, 2011-March 4,2016
Duties and Responsibilities:
· makes and/or changes reservations
· makes seat assignments
· answers inquiries about flight schedules and fares
· figures fares and handles payments
· assist passengers who have missed a connection and now require new ticket issuance
· assist passengers who are members of the airline's frequent flier program with future reservation bookings using their earned reward miles.
· informing customers when a flight has been delayed or cancelled
· provide clients with assistance in preparing required travel documents and forms
· contact customers or travel agents to advise them of travel conveyance changes or to confirm reservations
· confer with customers to determine their service requirements and travel preferences
· determine whether space is available on travel dates requested by customers, assigning requested spaces when available
· handles complaints, settles disputes, and resolves grievances and conflicts
Globe Asiatique Holdings Corporation-Documentation Staff
Leasing Department, Mezzanine Floor

Mandaluyong City, Philippines
Duties and Responsibilities

· responsible for maintaining, archiving and updating master documents as well as supporting documents

· responsible for documenting the tenants’ important files
· organizes files and makes sure that the files are properly kept in place
· prepares the Contract of Lease

· briefs new tenants regarding the building’s rules and regulation

· answers inquiries both through calls and personal

· performs basic book keeping

· attends to the tenants’ complaints and requests

· updates existing documents
On-the-Job Training: 


Philippine Airlines
Field Servicing Division, Catering Department
Pasay City, Philippines
250 hours, April 07- May 26, 2010
Seminars Attended:
AUGUST 2014 – BASIC SALES AND SERVICES WORKSHOP
 
APRIL 2013 –BASIC INTERNATIONAL PASSENGER FARES AND TICKETING USING SABRE SOLUTIONS
 
APRIL 2013 – ACAA, CREDIT CARD FRAUD, PR BOSS TRANING
 
APRIL 2013 – BUILD UP YOUR SERVICE (IMAGE, CUSTOMER SERVICE AND SALESMANSHIP WORKSHOP)
 
APRIL 2013 – PHILIPPINE AIRLINES INTERNATIONAL HANDLING IN RESERVATIONS AND TICKETING WITH PSS USING SABRE SOLUTIONS
 
APRIL 2013 – PHILIPPINE AIRLINES DOMESTIC HANDLING IN RESERVATIONS AND TICKETING WITH PSS USING SABRE SOLUTIONS
Special Skills

· goodcommand ofMicrosoftpackages includingWord,Excel,PowerPoint
· has knowledge in airline reservation program or system (SABRE Solutions)
· Self-oriented
· knowledge of administrative and clerical procedures and systems such as word processing, managing files and records
· knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.
· knowledge of principles and methods for showing, promoting, and selling products or services
· knowledge of principles and processes for providing customer and personal services
Languages Known: Tagalog and English
Personal Background:
Date of Birth:

August 11, 1991

Age:


24years’ old

Sex:


Female

Civil Status:

Single

Citizenship:

Filipino
Joyce 
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