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_________________________________________________________________​​​_______
CAREER OBJECTIVE:

To improve my career prospect by seeking fresh challenges from an established organizational with abundant opportunities for sustained growth in core competencies, extremely focus on elevating company standard sales goals and customers expectations. Improving my knowledge in order to be successful and to be awarded financially for my family.

_____________________________________________________________________________________SUMMARY OF QUALIFICATIONS:

· Preferred for challenging opportunities where individual performance are required.

· Highly trainable, fast learner and adapt well to changes and pressures in the workplace.

· Exceptional ability to stay focused on goals, self-disciplined and to maintain a positive attitude while handling rejection.

· Computer Literate and Knowledgeable in keyboarding such as MS OFFICE, EMAIL and INTERNET.

___________________________________________________________________________​​​__________
Working Experienced: 
Sales Executive – Travel Agent  




February  01, 2016 -  Present
LLC
Duties:

· Researching travel options & presenting the best deals in terms of requirements.

· Ensure all bookings & reservations are processed accurately. 

· Responding to all phone enquiries promptly, courteously and in a friendly manner. 

· Filing, photocopying and general administrative duties. 

· Building strong relationships with clients. 

· Ability to achieve branch, team sales and profitability objectives.

· Arranging all excursions in Dubai and tours in United Arab Emirates.
· Monitoring bookings throughout the working day. Negotiating corporate and best rates.
Hotel Receptionist





September  21, 2013 – October 31, 2014
2 Star Hotel – Mark Inn Hotel Deira 

Duties :
•Received guests on arrival with a friendly manner
• Entered complete details into the computer
• Efficiently deal with check in and check-out of guests
• Deal with advanced reservations, took bookings and fulfilled particular requirements
• Operated the switchboard, messages and enquiries in an disciplined manner
• Posted all transactions to make sure that all bills are kept up-to-date

 • Ability to survive stressful situations during seasonal peak crowd periods
•Dealing with the customer inquiries about the hotel facilities and reservation possibilities;  either in person or on phone


• Ability to handle more than one customer at a time

• Checking all the reservations and updating in extranet if there is insufficient  fund in credit    card 

Hotel Receptionist  





July  26, 2012 – August 15,2013
4 Star Hotel - Lotus Downtown-Metro Hotel Apartment








Duties:

· Welcoming guest to the hotel in a polite friendly manner

· Dealing with the late check in  arrivals and assisting with early check outs

· Check out departing guest using the hotel’s accounting system 

· Taking payment from guest in the form of cash or credit cards

· Answering telephone inquiries promptly and professionally transferring calls 

· Dealing with the resolving costumer complaints

· Ensuring all relevant paperwork has been completed in order for smooth handover at the end of shift 

· Responsible for providing a friendly welcome and high quality service over the phone to guest  arriving  at the hotel.  Constantly portraying a highly professional image and paying particular attention to the guest satisfaction and efficiency. 

Education& Trainings:



College Level 


  Holy Cross of Davao College




(Bachelor of Science in Commerce Major in Management) 
Personal Information:

· Age


:
35years old

· Birth date

:
April 9, 1981
· Birthplace

:
Quezon City, Philippines

· Status

:
Single
·  Height

:
5’4” tall

· Citizenship

:
Filipino

· Visa Status

:  
Employment Visa
I hereby declare that the information given above is true and correct.

   AILEEN I. NATIVIDAD

   Applicant’s Signature           
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To arrange interview with me, please send your company name, vacancy and salary details to my HR Consultant cvcontacts@gulfjobseekers.com Whatsapp +971504753686

______________________________________


