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PERSONAL STATEMENT
To obtain a position of responsibilities that utilizes my skills and experience and keen to work in an environment where I can enrich my knowledge.
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QUALIFICATIONS
· Communication and “People” Skills
· Administrative and Clerical Experience
· Supervision and Management Abilities
· Flexibility and Enthusiasm
· Passion and Dedication 
· Motivation and Perseverance
· Attention to detail
· Team player

WORK EXPERIENCE
Dusit Thani College, Hotel and Resort Management Department, Ecole Hôtelière de Lausanne
1 Soi Kaenthong Nongbon, Pravet Bangkok, Thailand 10250

English Instructor 

August 25, 2014 – July 30, 2017

· Instructed students in English language arts, including writing, reading comprehension, speaking, listening and understanding

Administrative Roles and responsibilities

· Use computers, audiovisual aids, and other equipment and materials to supplement presentations.
· Make memo’s, meeting minutes and compose and send emails for colleagues.
· Developed English lesson plans in line with the national curriculum: Planned English lessons to meet curriculum standards.

· Helped students understand, speak, read and write in English.

· Delivered engaging, coherent lectures and motivating lessons to students. Utilized learning technology in the planning and delivery of lessons.

· Modified assignments and activities to meet the learning needs of individual students – Identified and sorted into small, similarly skilled groups.

· Classroom management: Prepared English classroom and coursework materials, homework assignments, and handouts. 

· Prepared course work, planned class sessions: Selected/integrated appropriate instructional materials for classroom instruction – Organized/delivered classroom lectures to students. Arranged extra-curricular activities and set targets for pupils.

· Evaluated the students’ class work and assignments: Graded tests, essays, reports and other assignments – Regularly provided students with feedback in line with the faculty assessment system

Dusit Thani College, Hotel and Resort Management Department, Ecole Hôtelière de Lausanne
1 Soi Kaenthong Nongbon, Pravet Bangkok, Thailand 10250

Administrative Secretary

January 22, 2015 – December 18, 2016

Administrative Roles and Responsibilities
· Reply to general information requests with the accurate information

· Greet clients/suppliers/visitors to the organization in a professional and friendly manner

· Use computer word processing, spreadsheet, and database software to prepare reports, memos, and documents

· Sort incoming mail, faxes, and courier deliveries for distribution

· Purchase, receive and store the office supplies ensuring that basic supplies are always available

· Code and file material according to the established procedures

· Provide secretarial and administrative support to management and other staff

· Make travel, meeting and other arrangements for staff

· Assist with financial reports as required
St. Peter Life Plan Inc.,
Insurance Sales Agent/ Collector
Mb Arce Bldg, Batangas City, Batangas 4200
April 09, 2011 – April 14, 2014
Roles and responsibilities: 
· Call on policyholders to deliver and explain policy, to analyze insurance program and suggest additions or changes, or to change beneficiaries.
· Develop marketing strategies to compete with other individuals or companies who sell insurance.
· Perform administrative tasks, such as maintaining records and handling policy renewals.
· Seek out new clients and develop clientele by networking to find new customers and generate lists of prospective clients.
Philcross International School LPU – Philcross International School

ESL (English as a Second Language) Teacher

LIMA, Batangas City, Philippines

December 23, 2013 – February 2014

Roles and responsibilities:

· Administer academic and language assessments for the purpose of evaluating student progress for meeting academic learning targets and progress in language acquisition
· Provide a nurturing and supportive learning environment that encourages student responsibility and incorporates challenging instructional strategies
Aerial Travel and Tours

Travel and Ticket Sales Agent 
Aurora Blvd. cor Araneta Avenue, Quezon City, Philippines

January 26, 2012 – October 29, 2012


Roles and Responsibilities:

· Answer inquiries regarding information such as schedules, accommodations, procedures, and policies.

· Provide boarding or disembarking assistance to passengers needing special assistance.

· Examine passenger documentation to determine destinations and to assign boarding passes.

· Assemble and issue required documentation, such as tickets, travel insurance policies, and itineraries.

· Maintain computerized inventories of available passenger space and provide information on space reserved or available.

· Make and confirm reservations for transportation and accommodations, using telephones, faxes, mail, and computers.

· Plan routes, itineraries, and accommodation details, and compute fares and fees, using schedules, rate books, and computers.

· Provide customers with travel suggestions and information sources, such as guides, directories, brochures, and maps.


SCHOLASTIC RECORD
College
: 
Bachelor of Science in International Travel and Tourism   

Management – Magna Cumlaude
Lyceum of the Philippines University – Batangas

Capitol Site, Batangas City, Philippines

2010 – 2014

Training
:
Food and Beverage Supervisor, Dusit Princess Srinakarin, Bangkok, Thailand

Certifications: 
■ Certification in Hotel Industry Analytics (2016)

■Certified Working Proficiency in English Scored 960 out of 990 Test of English for     International Communication (TOEIC) (2014)
■ Professional Development Certificate - Hospitality Professional Course (2013)

■ Micros Opera Property Management System (2011)



■ Amadeus E-Learning Reservations Essentials (2011)

PERSONAL INFORMATION

Date of Birth

:
January 26, 1994

Age


:
23

Height/Weight

:
160cm/52kg

Nationality

:
Filipino


Religion

:
Roman Catholic
