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GLADYS 
CAREER OBJECTIVE:
The opportunity to contribute to the advancement and efficiency of the company to the best of my ability and knowledge by loving and treating the company as if it’s my own
QUALIFICATIONS / SPECIALIZED SKILLS:
· Proficient In Microsoft Office Applications (Word, Excel & PowerPoint)
· Excellent Communications skills both oral and written
· Exceptional communication, interpersonal, organizational and follow-up skills
· Outstanding research analysis for sales
· Telemarketing skills and Innovative ideas
· Responsible, Hardworking and trainable
· Self-motivated with high energy level and focused
· Building good relationship with the internal and external customers
· Goal oriented to achieve daily, weekly and monthly targets
· Persuasive and adaptive to various settings
· Excellent sales skills – Effective, persistent negotiator determined to close sales deals and increase sales. Independently sets personal goals and deadlines to reach sales targets.
· Energetic, Committed, Win-win attitude, Polite, Presentable, Friendly, and Professional
· Organized, Focused, Math knowledge, Able to work long hours.
· Admirable professional personal appearance, remarkable Sales and Banking experience
· Amazing ability to adhere with travel and tourism standards
· Exceptionally good convincing power and people skills
· In-depth knowledge of travel and tourism tactics
· Profound ability to negotiate and handle customer needs.
· Strong ability to work under pressure and time constraints.
· Great ability of presentation and dealing with the customers.
· Knowledgeable in Galileo System and Sabre System
EDUCATIONAL BACKGROUND
Eastern Quezon College, Philippines,



            June 2005- March 2009
Bachelor of Science in Business Administration Major in Management
CareerMatch UK- LONDON



   FEBRUARY 2015- UP TO PRESENT
PROJECT MANAGER AND HUMAN RESOURCES
WORK EXPERIENCE:
MANILA,PHILIPPINES                           



 NOVEMBER 1 - PRESENT        
( BUSINESS OWNER / MANAGER)
· Builds travel agnency in the Philippines

· Hires staff with exceptional background in travel and tourism services and trains and mentor them to be more productive especially on sales
· Reviewing sales reports and financials, and comparing them to goals set out in short- and long-term plans.

· Responsible for the growth, stability, direction and daily operation of the business. 
· Create a business marketing plan that includes a description of the product or service, how to finance the business, deadlines for the business and the overall goal
· Setting a budget and then comparing actual income and expenditures 

· Reviewing sales reports and adjusting sales activities or expenses to better meet

· Personally manage all the accounting, taxes and required reporting duties for their business
· Creating advertising campaigns, social media campaigns and face-to-face events are typical activities business owners undertake to deliver their message to the right audience 

Travex Travel and Tourism LLC.


         October 14, 2012 - June 10,2014
Sales Coordinator cum Travel Consultant
· Organize travels from beginning to end, regarding fares, accommodation, insurance and itinerary depending on the needs of the clientin a courteously friendly manner.
· Handling high numbers of incoming calls from direct and indirect customers.
· Responsible for making reservations and quotes according to availability
· Create and update electronic records of clientsfor follow-up.
· Responsible of marketing and advertising scheduled tours in different modes.
· Analyze the clients’ needsand suggest suitable travel packages or services
· Understand the client’s need and give appropriate suggestions accordingly.
· Ensuring travel brochures & promotional literature are displayed prominently.
· Handle unforeseen problems and complaints and determine eligibility for money returns

· Research various destinations and means of travel regarding prices, places, reviews and etc.

· Always exceeds from mothly sales target.
.
Kasri Travel & Tourism L.L.C.




July 27,2011 – May 15, 2012
Ticketing Agent / Travel Clerk
· Responsible for handling ticket reservations, cancellations, and alterations
· Assists client in preparing the required documents and forms for travel 
· Notifies client of travel dates, times, baggage limits, and visa requirements
· Making daily sales reports, invoices and LPO (Local Purchase Order).
· Ask feedback from clients regards to organization of tours and travel services.
Mariel Machineries Inc. Philippines




June 2010 - April 2011
Accounting Assistant / Secretary
· Ensure invoice payments and maintain accounting documents in the database.
· Examine the invoice received from the local supplier in accordance with the purchase order, 
· Organize payments to avoid any delay meeting the company liability.
· Prepare financial report which includes monthly sheet and profit and loss ratio.
· Organize and coordinate meetings, conferences, travel arrangements.
· Management of executive diaries
PNB Life Insurance Allied Bank


September 2009 - November 2010
Finance Executive / Agent
· Cross-checked counterfeit checks, and collected payment in cash by polite request
· Analyze financial reports such as cash-flow statements and profit projections
· Responsible for issuing contracts and giving information about the policies.
· Organize the files and update records accurately in the filling system. 
· Determine ways to improve financial performance, and ensure that their organizations meet all applicable standards, regulations and laws.
· Coordinates department heads to help with budgeting and tax planning to increase profit.
· Examines economic trends and competitors are doing to look for ways for new opportunities.

PERSONAL PROFILE:
Birth Date:
April 16, 1988

Civil Status:
Married
Citizenship:
Filipino
Visa Status:
Husband’s Visa
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