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Reina 







Reina.339927@2freemail.com
CAREER OBJECTIVE
Seeking to obtain a satisfying & exciting career in a fast growing and reputable company, where I can contribute and use my skills, learning’s and capability to work well with people for the success of the business on a larger extent.

STRENGTHS:

· Highly skilled in greeting customers/clients in courteous manner.

· In-depth knowledge of general office functions including typing, filing and reception.

· Proven record of managing cash drawer.

· Able to give accurate and detailed information to guests by politely and effectively communicating with guests.

· Demonstrated ability to work in multitasking tasks with a wide variety of people.

· Handle guest complaints.

· Skilled in Word, Excel, Outlook and PowerPoint

· Proficient in computer/software, internet and E-mail tools. 

· Dedication, decency discipline and commitment towards utmost guest/client satisfaction. 
WORKING EXPERIENCE

Arabian Ranches Hotel & Golf Club (EMAAR Property)
Arabian Ranches Emirates Road (311) P.O Box 36700, Dubai, UAE

Position: Front Office Executive
June 2015- Present

Duties and Responsibilities:

· Monitor all golf bookings & hotel bookings and update the systems accordingly.

· Do the check in and checked out for hotel guests and make sure the guest had a great stay.

· Make sure entities in different systems such as CID, DTCM and Opera matches and are accurate.

· Familiarize the different types of guests as well as all members of the club.

· Knowledgeable of the different ongoing Promotions related to the Club- Golf reservations, Hotel reservations, Junior and Adult lessons, Events advertisement and Restaurant Promotions.

· Answering phone calls from different entities and transferring to concerned department. Be aware and practice the proper procedure for bank bookings especially with regards to changes or cancellation in tee time if a client of the bank calls or sends email.

· Answering email queries and making golf bookings. 

· Collect payments for hotel guests, golf members, lesson payment and all kind of membership fee.

· Check on regular basis requisition needed for daily operation.

· Make sure guest request are met or completed and recorded correctly just in case a follow up is needed.

· Assisting different departments in terms of printing reports, redeeming lessons, scanning, faxing documents and assisting their guests if the concerned person is not available. 
Dubai International Hotel


Dubai International Airport, PO Box 35566, Dubai, UAE


Position: Front Office Receptionist

February 2013 – June 2015
Duties and Responsibilities:

· To undertake front of house duties, including greeting and attending to the needs of the guests, to ensure a superb customer service experience.

· To build a good rapport with all guests and resolve any complaints/issues quickly to maintain high quality customer service.

· To deal with guests requests to ensure a comfortable and pleasant stay.

· To assist in dealing with customers complaints in an effective and courteous manner, seeking solutions as quickly as possible.

· To be responsible for accurate and efficient accounts and guests billing processes. 

· To undertake general office duties, including correspondence, emails, filing and switchboard, to ensure smooth running of the reception area.

· To keep up to date with room prices and special offers to provide accurate information to the guests.

· To administer the general petty cash system and float in accurate manner.

· To undertake all training as requires (eg, first aid, health and safety, customer service)

· To undertake any other ad-hoc duties (bar and restaurant work) relevant to the post, as and when required. 
AirPhil Express (Philippine Airlines)
Ninoy Aquino International Airport (NAIA 3) Pasay City, Manila Philippines

Position: Customer Service Agent
September 2011-August 2012
Duties and Responsibilities:

· Extensive knowledge of the regular airport procedures and practices 

· Excellent knowledge of the relevant computer applications and internet 

· Proven competence in dealing with poignant customers and stressful situations

· Flexibility in working hours and professional outlook towards the job 

· Greeted and checked-in airline passengers 

· Assisted passengers on arriving domestic and international flights

· Checked-in passenger baggage

· Rescheduled passengers with flight interruptions

· Assisted unaccompanied minors (Ums)

· Verified passenger departure documents

R.L Pesigan Construction

Administrative Assistant

Banay-banay Lipa City, Batangas

(Feb 1, 2011- Sept. 15, 2011)
HEMAC CORPORATION

Office Clerk-part time 

Base View Homes, Banay-banay Lipa City

(January 3, 2010- October 31, 2010)

Duties and Responsibilities:

· Performs administrative and office support activities

· Fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.

· Extensive software skills as well as Internet research abilities and strong communications skills.

· Coordinating to suppliers and ability to plan and manage multiple tasks projects with minimal supervision. 
COMPUTER AND EQUIPMENT SKILLS

· MS Word, Excel and PowerPoint
· Adobe PageMaker and Adobe Photoshop 

· Skilled in Property Management System (OPERA System version 5.0)

· Capable in Sabre System used for Flight Check in

· Experienced in Universal Flight Information System (UFIS)

· EZ Links Tee Time Network

· DTCM E-Services Department of Tourism and Commerce Marketing

· CID Central Investigation Department

· Club On

· Vision (VingCard)

· DMS Data Base Credential Validation

EDUCATIONAL ATTAINMENT
Bachelor of Arts Major in Mass Communication


SY 2007 - 2011

Lyceum of the Philippines University Batangas

4200 Capitol Site, Batangas City

PERSONAL INFORMATION




Age                             :                24 years old

Height


:
     5’
Weight


:                54 kg
Sex                              :                Female

Civil Status                 :                Single

Religion                       :               Roman Catholic

Nationality                  :                Filipino

SPECIAL TRAININGS AND SEMINARS


 
    
Customer Service Workshop





             September 2012

Philippine Airlines

NAIA Terminal 3, Pasay City

Management & Leadership Standard in Aviation Industry

              December 2012

Philippine Airlines

NAIA Terminal 3, Pasay City
On The Job Training
ABS-CBN Corporation (100 Hours)

Mother Ignacia St. Corner Sgt Quezon City 1100

Entertainment Department (November 2010)

SNN (Showbiz News Ngayon)

Production Assistant, Researcher and Assistant Segment Producer

People’s Journal Group of Companies (100 Hours)

Universal Building,. 106 Paseo de Roxas St,. Makati City, Metro Manila
Editorial Department (December 2010)

Proof reader
DZXL RMN 558 Manila (100 Hours)
4th fl., Guadalupe Commercial complex Bldg., Edsa Guadalupe

News and Public Service (January 2011)

Desk Officer, Researcher, News Caster

