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Personal Data:
Nationality:                            Filipino

Civil Status:                           Single

Religion:


  Roman Catholic

Email address:                       Carla.334460@2freemail.com 
PROFESSIONAL EXPERIENCES:
Jimenez Printing and Ticketing Services

Zamora St. Iligan City 9200

18 March 2014-Present

Operations Manager/ Senior Travel Consultant

-Responsible for data entry, accounts payable, payroll, grant report entry, managing the travel agency, doing Human Resource, helping and creating organizational and program budgets in collaboration with other Manager and Supervisors, and other miscellaneous tasks.
-Manage and increase the Monthly Sales, creating concepts on brochure and poster layouts for    marketing.

  - Oversee overall financial management, planning, systems and controls.
  - Handles corporate clients and helps on booking flights and tours.

  Kent Holidays (S) Pte Ltd
Upper Cross St #B1-23

People’s Park Centre 058357 Singapore

13 October 2008 - 31 March 2011

Travel Consultant
· Assisted walk-in customers on their travel bookings like flights, hotels, travel insurance and Inbound or outbound tour packages.

· Attended Product Updates from different hotels and Tourism offices and joined Consortium

Meetings to help build a strong group of united travel organization.

· Supported air ticketing, rebooking and re-issuing on airline bookings.

· Provided detailed quotations on Company Tour Packages/small group tour and itinerary to customer’s inquiry through email.

· Processed tour packages bookings and generate sales on both inbound and outbound tours.

· Outsourced to different suppliers either direct or wholesaler to generate more sales.

· Responsible for writing emails and correspondence to suppliers and customers in both outbound and inbound bookings.

· Handled phone bookings and inquiries with best customer service.

People Support, Inc
Skyrise Bldg, 4th Flr, IT Park

Lahug, Cebu Philippines

April 2006 –May 2008
Customer Service Travel Specialist
· Served the best customer service through the phone and internet bookings in a call centre

environment under the account of www.expedia.com.
· Knowledgeable on airline GDS systems and understands airline fares based on most USA

airlines.

· Dealt quickly and accurately with customer’s inquires or complaints by phone and able to solve their travel problems and thus encourage future business.

· Assisted customers in their travel needs like booking flight, hotel and car including vacation packages and identifying sales opportunities that fit customers' travel needs.

· Ensured the accuracy of customer's itinerary and exchange airlines tickets, change or cancel hotel and car reservations; occasionally work antisocial hours in order to meet customers’ satisfaction.
PETPLANS Insurance
3rd Flr.  Boy Scout Bldg. Cagayan de Oro City, Philippines

July 2005  –March 2006
Administrative Assistant
· Assisted in receiving and screening visitors and/or telephone calls, providing general and

specialized information regarding departmental functions that may require the use of judgment, tact and sensitivity and the interrelation of policies, rules and procedures.

.Skilfully handled inquiries; researches and responds to requests or refers complaints and requests to other staff when warranted.

· Helped in preparation of agenda/meeting and conference room.

Systems Technology Institute (STI) ICCC Bldg 3rd Flr. Quezon Ave, Iligan City, Philippines

June 2004 –May 2005
College English Instructor
· Responsible for preparing and delivering lectures, leading and moderating classroom

discussions, and administering and grading examinations to computer course students

· Intergrate the use of computer knowledge on student’s projects and classroom reporting

such as Microsoft Powerpoint.

· Conducted college-level courses in the field of English. Areas of instruction include expository writing, encompassing the creation, organization, style, and revision of writing, research, and documentation

· Maintained necessary attendance, scholastic and student records, and submits them according to published guidelines

· Developed new courses and interact with peers to develop new curricula.

Holy Child School Roosevelt Ave, Iligan City Philippines

June 1999- March 2003

Primary and Secondary School Teacher
· Facilitated learning by establishing a relationship with pupils and by their organization of

  Learning resources and the classroom learning environment.

· Organized classroom and learning resources to create a positive learning environment

· Planned, prepared and presented lessons that cater for the needs of the whole ability range within their class

· Prepared and marked the pupils examinations and  to facilitate positive pupil development.

· Discussed children's progress and other relevant issues with parents and careers (both informally and at parent's meeting on every grading period)

· Organized outings, social activities and sporting events.

RELATED SKILLS:
· Selling Skills, Telesales, Telemarketing, English Writing Skills and Communication

· Proficient in Avaya Phone (Phone Handling skills)

Computer Skills:

· Microsoft Office, PowerPoint, Outlook Express.

· Internet

INTERESTS:
Travel, Reading Novels and Magazines, Reading Poems and Short Stories, Computers and Internet, Mobile Phones, Music and Movie.

EDUCATION:
Professional Regulation Commission - Philippines Licensure Board Examination for Professional Teachers August 14, 2005

License Teacher

Mindanao State University- Iligan Institute of Technology, 

College of Education

Tibanga, Iligan City, 9200 Philippines

Graduate of Special Class Program in Education 

Mindanao State University- Iligan Institute of Technology 

College of Education

Tibanga, Iligan City, 9200 Philippines

School Year April 2003- April 2005

Bachelor of Arts Major in English
Mindanao State University- Iligan Institute of Technology,

College of Arts and Social Sciences Tibanga,Iligan City , 9200 Philippines 
School Year June1994 – October 1998
