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VILMA
VILMA.332147@2freemail.com 





OBJECTIVE:

  
Seeking a challenging sales and customer service related position in engaging people worldwide with dynamic professionalism where my knowledge and experience in foreign services and skills in foreign languages will contribute towards the growth and success of the organization and as well as mutual benefits.

EDUCATIONAL ATTAINMENT:
BACHELOR IN TOURISM

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

STA. MESA, MANILA

April 8, 1994
WORK HISTORY:

Event Staff/ waitress                                                                         Dec.2, 2016 up to the present
*Responsible on a multi- tasking role during the whole event, immediate response for customers and guest demand and to maintain the cleanliness, to ensure excellent service to render the guest.  

Getrich Company Limited Taipei, Taiwan
Caregiver / Nanny                                                                       May 28, 2010 to Nov. 30 2016
*Responsible on one-on-one elderly and child-carecare giving task everyday routine. 

Administering medications and helping on daily exercise and during visits to the physician.
*Showing love and being passionate to the patient to gain his trust and confidence 
  RJV’s Flower Shop Manila Philippines 

Owner/Manager/Florist                                                
March 2002 to April 2010
* Continous  supervision on the  preparation and during the set up  until the event ended

*Responsible in marketing & advertisement of the product and services and all financial liabilities , making flower arrangement for orders and event designing.  Also responsible for doing mock arrangement while on one on one meet ups and meeting with the clients to meet the services they wanted.

Saranay Company Ltd.                                                                           Hiroshima, Japan
Overseas Performing Artist                                                                  July 1997 to April 2000
Malate Midtown Hotel Hotel

Receptionist     
Jan. 6, 1996 – Apr.29,1997                                                                                                                                      
*Responsible in managing telephone reservations and take phone calls for information provision and forwarding calls to appropriate departments or person.
*Initialized the registration procedure for guest, take reservations for rooms, deal with inquiries, complete restaurant bill, check in and check out guest.
*Represent as the first point of contact in a hospitality environment that project a positive 
image for guest and to provide all services that are on the list of the first contact services.
Aceglobe Management and Consultancy Services Corp.    
Quezon City

Personal Secretary                                                                                     Mar 10, 1994 to July 28, 1995
*Responsible for welcoming and directing customers/clients, scheduling appointments, answering 
and forwarding telephone calls.
*Prepared and arranged paper works and other materials as needed for meeting & conference.  Take notes and supervise the flow of internal and external information.
*Compiling and typing mail, answering emails and other official correspondence.

*Responsible for travel arrangements and expenses reports to submit to the accounting department.
Trans-Universe Travel Corporation                                                         Manila, Philippines
Apprentice Assist. Ticketing Officer                                                        3MONTHS PRACTICUM

*Answering calls and inquiries of the clients.
*Ask for the preliminary information and identification along with fill out forms for booking
 reservation  for plane tickets and hotel accommodations
*Making legible booking reservations to any airlines companies requested by the customers
SKILLS, TRAINING AND CERTIFICATES:
Caregiver and Caretaker Training  Certificate  




         Technical Education and Skills Development Authority




       April 2010 to May 201

Call Center Finishing Course Joji Ilagan Foundation (TESDA ACCREDITED)

SKILLS: FOREIGN LANGUAGES
Chinese Mandarin Fluent, Japanese Nihonggo advance, English fluent, Filipino fluent
Computer literacy on windows, windows XP,8,10, Excel and Microsoft word
Knowledgeable on Accounting and Bookkeeping   
PERSONAL DATA:
· NATIONALITY       Filipino

· GENDER           Female

· CIVIL STATUS       Widowed

· HEIGHT            5’4

· WEIGHT           154 lbs

· RELIGION          Roman Catholic
· VISA STATUS        Visit Visa
I hereby certify that all information are true and correct.
Respectfully yours,
