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Michelle

OBJECTIVES:
· Motivate myself with an aptitude for learning new skills quickly.
· Apply the knowledge that I have learned and contribute accordingly. 
· To be part of the changes a company wants to achieved and be acknowledge through my contribution.  

EDUCATIONAL ATTAINMENT:
College


: Bachelor of Science in Tourism




ColumbanCollege




Olongapo City, Philippines





  Batch 2012




TRAINING & SEMINARS ATTENDED

· Intensive training course In Advanced Communications for International E-Business
Columban College Inc., Olongapo City Philippines
· Association of Marketing Educators of the PhilippinesInc.
Olongapo City Convention Center, Olongapo City Philippines

STRENGHTS:

Hardworking, Dedicated, Reliable, Trustworthy, keen to acquire new knowledge and techniques, can undertake increase responsibility if and when necessary, have friendly disposition even under pressure, desirous of achieving career growth efficiently.


WORKING EXPERIENCE

 Beauté (November 26 2014 –June 23 2016)
Position:Sales Representative
Job Description:

· Primarily assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.

· Prepares and then follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.

· Efficiently responding to any online or telephone queries in a calm and friendly manner.

· Communicate between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.

· Work closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.

· Required to produce reports on progress within the department and outline any developed strategies to improve.

· Responsible for overseeing any supercharges and evaluating any alterations to both external and internal staff.

Ayala Mall(December 2013 – August 2014)
Position: Administrative Assistant
Job Description:


· Maintain workflow by studying methods; implementing cost reductions; and developing reporting procedures.

· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Resolve problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensure operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Provide information by answering questions and requests.

· Maintain supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Complete operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contribute to team effort by accomplishing related results as needed.


Vans Philippines (April 2013 – October 2013)
Position: Sales Associate
Job Description:

· Meeting and making a connection with customers, asking questions and listening to shoppers' needs, then

· Giving options and advice on meeting those needs

· Inspiring the customer to buy, celebrating the purchase, and creating a lasting positive impression

· Maintaining selling floor presentations, and restocking them as needed

· Handle all returns courteously and professionally

· Responsible for achieving personal sales goals and Star Reward goals

· Maintain a professional attitude with sincerity and enthusiasm reflecting our commitment to our customer – the most important person in our stores

· Be knowledgeable of and perform sales support functions related to POS procedures

· Develop product knowledge by reading current vendor tags and pamphlets and attending training classes in order to communicate it to the customer

· Regular, dependable attendance and punctuality

Central by the Bay / Oriental Paradise Casino (July 2012 – January 2013)
Position: Receptionist
Job Description:

· Deliver excellent customer service, at all times

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail

· Administer all reservations, cancellations and no-shows, in line with company policy

· Fulfill all reasonable requests from guests to ensure their satisfaction and safety

· Conduct regular security checks throughout the day and report any security issues to line manager

· Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment

· Provide reports, as required, for housekeepers and management

· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services

· Maintain personal knowledge by completing in-house training and workbooks

· Always adhere to all company policies and procedures and licensing laws

· Be involved and contribute at team meetings

· Carry out instructions given by the management team and head office

Subic Residencies Hotel(December 2011-June 2012)

Position: Receptionist
Job Description:

· Welcome visitors by greeting them, in person or on the telephone, answering or referring inquiries.

· Maintain security by following procedures, monitoring logbook, issuing visitor badges.

· Maintain telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintain safe and clean reception area by complying with procedures, rules, and regulations.

· Maintain continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contribute to team effort by accomplishing related results as needed.

KNOWLEDGE & EXPERIENCE IN:
· Knowledge in computer software Advance Excel, Microsoft Word & PowerPoint

· Excellent in oral and written communication (English & Filipino)
· Well trained in Customer service.

PERSONAL DATA:

Gender
: Female
Birthday 
: February 18, 1992
Age 

: 24 yrs. Old

Citizenship
: Filipino
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