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         Jenny 

Email: jenny.335938@2freemail.com 
OBJECTIVE

To acquire a challenging position in a growth-oriented organization that offers opportunity for advancement where I can utilize my knowledge and experience.

EMPLOYMENT HISTORY

Company:
Alshamel Travel and Tourism

Al Barsha, Dubai
Position:
Corporate Travel Consultant 
Date:



March 30, 2008 up to February 16, 2017
Job Description:

· Corporate Travel Consultant 
· Senior Consultant 
· AECOM – Travel Consultant from January 2014 to September 2014
· Royal Bank of Scotland - Implant from January 2010 up 14 September 2013
· Coutts & Company – Travel Consultant from January 2011 up to September 2013
· EMAAR - Implant from May 2008 to July 2009
· Follow up on LPO and payment from the client
· Handles all travel related requests by providing accurate and comprehensive travel options
· Advices the best travel arrangements based on requested trips 

· Creates flight reservation, hotel accommodation, transportation, car rental/transfer, and insurance.

· Develops and maintain productive customer relations.

· Handles customer service with high standard of professionalism
Company:
PeopleSupport Phils., Inc. – Makati, Philippines 
Position:
Customer Service Supervisor
Date:



October 23, 2006 – March 18, 2008

Job Description:

· Tickets, hotels and car transfers
· Customer service support for US based customers making changes on travel itineraries including airline tickets, hotels and car rentals
· Handled supervisor calls and other call escalations.

· Part of dilemma team reviewing itineraries/reservations and creating solutions to minimize customer complaints based on gathered facts.

Company:
Bermont Express International Inc. – Parañaque, Philippines

Position: 
Executive Assistant to the General Manager
Date:
July 17, 2001 – October 20, 2006

Job Description:

· Administrative Responsibilities
· In-charge of email communications with global partners
· Coordination, monitoring and follow up of client’s ‘shipments from/to country of origin/destination. 

· Coordination of shipments locally, customs releasing and deliveries to clients 

· Negotiate rates with foreign agents and prepares/sends quotation for clients.   

· Reception and customer service including customer related issues.

· Prepares business letters and correspondents.

· Maintains records of all incoming shipments, documents and emails

· Handles all document files (soft and hard copy)

· Delegating job orders to operations

· HR functions such as keeping 201 files and issues discipline memorandums, screening and initial interviews for job applicants

· Accounting Duties
· Handles the cash disbursal for the General Manager’s weekly expenses
· Petty cash disbursement for Sales Executives’ per diem allowances

· Monitors gasoline expenses for company cars
· Prepare and release clients’ Sales Invoices and Sales Receipts    
· Prepare LPO 
· Maintains and updates database file of purchase orders.  

· Keeps all file records
Company:
Durastar Corporation – Quezon City, Philippines

Position:
Inventory Controller (Household Appliances)
Date:



March, 2000 – May 2001

Job Description:

· Maintains stock inventory records 

· Weekly inventory of all stocks 
· Prepares weekly  inventory report for management
· Maintains daily production report

· Releasing of orders on a daily basis
· Prepares Sales receipts and dispatching of goods

· Assigns barcodes for each stock

EDUCATION

            Education Level
: Bachelor’s Degree

            Education Field
: Bachelor of Science in Business Administration

            Major
      
: Banking and Finance
            Minor

: Accountancy
            School/University
: University of the East

            Location           
: Caloocan, Philippines

            Date
      
: June 1994 - May 1998

PERSONAL INFORMATION

Nick Name
:
Jen

Birthdate
:
February 11 
Birthplace
:
Philippines
Height

:
5’ 2’’

Citizenship
:
Filipino

PERSONAL REFERENCES


Available upon request.
