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TOURISM & HOSPITALITY INSTITUTE






NORYN


Noryn.339357@2freemail.com

To obtain a full-time position in any Industry focusing on my acquired knowledge, skills and attitudes in Hospitality Management and Office Management for further enhancement to become an effective team player in the workplace.

Canadian Tourism and Hospitality Institute



June 2015 – July 2016
(Canadian Tourism College Branch in the Philippines)

Diploma in Hospitality and Resort Management
Academic Excellence Awardees'
2nd Flr., Paragon Plaza Bldg., EDSA corner Reliance St.

Mandaluyong City

Bernardo College






June 2006 – March 2008

Diploma in Computer Secretarial
Pulang Lupa I, Las Piñas City
Pagbilao Academy

Pagbilao, Lucena City
June 1999 – April 2003



                                           ​​​​​​​​​​​​  ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​    ​​​​​
· ALTHEA AMADEUS BASIC COURSE



April 11-15, 2016


Canadian Tourism and Hospitality Institute
· NC II FOOD AND BEVERAGE CERTIFICATION


March 17, 2016

Canadian Tourism and Hospitality Institute

· NC III BOOKKEEPING CERTIFICATION



February  05, 2016
Canadian Tourism and Hospitality Institute



· NC II FRONT OFFICE CERTIFICATION



December 19, 2015
    Canadian Tourism and Hospitality Institute



· NC II HOUSEKEEPING CERTIFICATION



October 23, 2015

· ON-THE-JOB TRAINING





May 2016 - June 2016


Housekeeping and Front Office Department







The Infinity Tower Suites









H.V Dela Costa corner L.P Leviste Street







Salcedo Village, Makati City 1227
Responsibilities:

As a Front Office Coordinator
•
Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.)

•
Greet and welcome guests

•
Answer all incoming calls and redirect them or keep messages
As a Housekeeping Coordinator

•
sweep, scrub, mop and polish floors

•
vacuum clean carpets, rugs and draperies

•
shampoo carpets, rugs and upholstery

•
dust and polish furniture and fittings

•
clean metal fixtures and fittings

•
empty and clean trash containers

•
dispose of trash in a sanitary manner

•
clean wash basins, mirrors, tubs and showers

•
wipe down glass surfaces

•
make up beds and change linens as required

•
tidy up rooms

•
wash windows as scheduled
· EXECUTIVE SECRETARY





July 2010 - March 2015

Paragon Trading and Services Corporation

No. 71-79 Sen. Gil Puyat Ave., 

corner Filmore St. Makati City
Responsibilities:

As Secretary

· Assist personal requirement and support activities of the President/General Manager (screening calls, receiving and directing visitors, clients, appointments and meeting arrangements).
· Log marketing inquiries (calls, email, fax) and maintain detailed and accurate records.

· Responsible to produce and fax Quotations, Proforma Invoice, and other pertinent documents.

· Responsible to create drafts for e-mail, reports, and letters assigned by the President.

· Responsible for filling documents and maintenance of filling system.

· Prepares monthly report and submit to the President/General Manager.

As Internal Sales Representative

· Handles customer inquiries about product and services renders via phone, e-mail or through other source and entertains walk-in inquiry if Sales Engineer is not available.

· Promotes the company’s product and services.

· Develop and manages prospective clients/customers.

· Negotiates with customer on existing offers.

· Respond to and follow up sales inquiries by email, telephone, and walk-in queries.

As Marketing Coordinator
· Forecast sales related to sales mission from the assigned client.

· Maintenance of client relationship through regular calls and updates client contacts (generally consisting of decision maker, buyer, technical man, end user)

· Responsible in securing special rates, arrangements and agreement from customers.

· Maintain and develop existing and new customers through planned individual account support.

· Arrange and participate in meetings, conferences, and project team activities.

· Research and investigate information to enable strategic decision-making for the President/General Manager. 

· Responsible in assisting the sales engineer in increasing and potential sales.

· Performs general clerical duties (i.e. documentation, records-keeping, filling, etc.)

· Provides administrative assistance to marketing team (duties include general research, clerical, coordinate with other dept.)

· Responsible in providing general administrative assistance to the VP/Marketing Manager.

· Controls and maintains vital records and files for reference of the sales and marketing team.

· ADMINISTRATIVE STAFF




August 2008 - January 2010

R.A. Gapuz Review Center, Inc.
     U.N. Avenue, Malate Manila
Responsibilities:

· Organizes and supervises special event activities as with the use of equipment and rental operations by handling reservation request from internal coordinators and external clients, arranging for supplementary equipment from suppliers when needed.

· Accounting works ( Making daily and monthly collection reports, Inventory reports, liquidation of expenses, monitors the daily cash flow of RAGRC Manila) 

· Provides weekly and monthly operation report.

· Handles incoming and outgoing calls.

· Acts as receptionists and assists all clients and visitors.

· Encodes student’s registration forms.

· Market the products and services that the company offers.


· 23rd PTAA TRAVEL & TOUR EXPO 2016



February 06, 2016

   SMX Convention Center, MOA Pasay City

· 17th APRCE CONVENTION & EXHIBITION MANILA 2015

October 29 - 30, 2015
    SMX Convention Center, MOA Pasay City
· SOLAIRE STUDENT LEARNING SEMINAR



October 17, 2015

    Solaire Resort and Casino

    1 Asean Avenue, Entertainment City,

    Tambo, Parañaque City

· FAMILIARIZATION TOUR




September 25, 2015


East Ridge Golf and Country Club
    Angono, Rizal

· EVENTS MANAGEMENT - "ECHO"



August 28, 2015
    "Encouraging Ecotourism to the Youth through Entertainment"
    Class Organized Event

    Flair Towers, Mandaluyong City

· Adept in navigating Hotelogix- Hotel Property Management System
· Adept in Airline Reservation procedures /Althea Amadeus
· Good in Oral and Written Communication Skills
· Can multi-task and can work under pressure
· Proficient in MS Office applications (Microsoft Word, Excel and Power point), Email/   Internet communications.

· Patient and Punctual
· Diligent and a team player
· Adapts easily to new environments and responsibilities
· Strong analytical and problem solving skills

Place of Birth: Manila, Philippines
Nationality    : Filipino
Height            : 5'5''
Status             : Married
CAREER OBJECTIVE
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WORKING EXPERIENCE
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ATTRIBUTES/INTERESTS/SKILLS





     PERSONAL DATA








