DOMENICK 
Domenick.342206@2freemail.com 
QUALIFICATION
Field of Study: Hospitality/ Tourism/ Hotel Management
Bachelor of Science in Tourism and Hotel and Restaurant Management
A program offered to create dynamic, proficient and effective hospitality and travel industry leaders and/or professionals.

Leyte Normal University – Tacloban City; graduation year: 2009
WORK EXPERIENCES
Administrative Assistant to the President          Evergreen Chapels and Crematory
April - November 2016  
             C. Raymundo St., Maybunga, Pasig City, Philippines

Responsibilities:
- Perform multiple roles  (i.e. Purchasing, Compliance Officer, Liaison, Project Manager, 
  Secretary, Sales and Funeral Assistant)
- Take Calls and Perform Other Clerical Tasks

- Prepare and Set Up Funeral Equipment 
- Assist Clients and the Sales Team
- Coordinate with Contractors and Persons-Involved on the Building Construction
- Document Project Status and Development
- Set Appointments
- Preside Meetings whenever the President is not available
- Report directly to the President
- Oversee Office Operations and Funeral Services
- Canvass, Negotiate, Purchase and Receive Delivery of Equipments and Materials
- Manage Stockroom Inventory and Release Requested Stocks
- Liaise for the company
- Compile and Complete Required Permits and Documents
- Check quality of Embalming and Make up, and Properly Document the Deceased
- Perform Other Tasks Assigned by the President
Customer Solutions Representative III       Hewlett-Packard Enterprise, Philippines June 2015 - March 2016  
             Intellectual Property Center, Taguig City, Philippines
Responsibilities:
- Process and Create Hotel Reservations
- Take Calls and Answer Guest Inquiries
- Do call out company’s hotel brands to resolve guest queries booking concerns 
- Sell Upgrades, Additional Products and Services as well as Partner Products
- Provide Quality Customer Care, Service and Assistance through First-Call Resolution
Travel Consultant  




       Fursan Travel and Tourism

June 2012 - July 2013



           Riyadh, Kingdom of Saudi Arabia

(with Certifications in Amadeus and Sabre GDS Operation)
Responsibilities:
- Process and Create Airline/Hotel/Car Rental Reservations and Itineraries Worldwide
- Take Calls and Answer Guest Inquiries regarding flights and hotel bookings
- Do refunds, reissue, revalidation, cancellation and other tasks
- Sell Additional Products and Services like Visa Application Assistance, Travel

   Insurance and International Driver’s License
- Provide Quality Customer Care, Service and Assistance
- Do Follow up
- Do outbound calls to airline partners to resolve immediate issues, maintain positive

   guest relations and generate income and future business for the company
- Practice First Call Resolution for each client
- Collect payments

- Send updates regarding changes in their travel plans to ensure a rewarding customer
   Experience
- Provide information regarding the destination to set proper expectation
- Furnish reports on travel preference, behavior and averages expenditures of travelers
- Offer unique and specialized travel itinerary depending on client’s needs.
International Travel Specialist


                  MetGlobal Philippines, Inc.

December 2011 - April 2012


  Ortigas Center, Pasig City, Philippines
Responsibilities:
- Process and Create Hotel Reservations Worldwide
- Take Calls and Answer Guest Inquiries for an Online Travel Agency
- Do cancellation, amendments, back office and other tasks
- Sell Additional Products Offered on the Website
- Provide Quality Customer Care, Service and Assistance through First-Call Resolution
- Do Follow up
- Do outbound calls to hotel and agency partners to resolve immediate issues, maintain 
   positive guest relations and generate income and future business for the company
- Call hotels and partner agencies to resolve immediate issues, maintain positive guest

   relations and generate income and future business for the company
- Communicate with clients through email, phone calls and chat regarding updates on

   their travel plans and reservations
Customer Service and Sales Representative
      IBM Global Process Services, Inc. February 2010 - October 2011 


  Ortigas Center, Pasig City, Philippines
Responsibilities:
- Process and Create Airline Reservations
- Take Calls and Answer Guest Inquiries
- Sell Additional Products and Services as well as Partner Products
- Provide Quality Customer Care, Service and Assistance through First-Call Resolution
SKILLS
Customer Service

Computer Literacy

Microsoft Office (Word, Excel, Powerpoint, Publisher, Outlook) Proficient

Apollo, Sabre and Amadeus GDS Reservations System Operation

Typing and Encoding

Email Correspondence

Audio Transcription

Research

Data Gathering

Telephone/ Switchboard Operation

Ushering and Tour Guiding

Itinerary Making
Sales

Public Speaking

Secretarial

Filing, File Keeping and Organization
Coordination

Documentation

AFFILIATIONS

Samahang Saliksik Pasig, Inc.,

Founding Member/ Pangalawang Taga-Pangulo
2011 – present

Responsibilities:

- Draft, make and type Communication Letters
- Send and receive Communication Letters, Memorandums, Invites and Thank you 

   Letters
- Coordinate and Assists Lectures, Programs and Project Implementation
- Creates Itinerary, Organize, Assist and Conduct Tours within and outside the 

   Organization

- Document Events

- File Documents

- Participate on Project Planning and Evaluation 

- Call and preside meetings with relation to membership and recruitment
- Assist the President of the organization and preside in his absence
Philippine Sociological Society

Member

2014 – present

Pasig City Museum
Volunteer Docent/ On - Call Tour Guide
2011 – present

ADDITIONAL INFORMATION AND EXPERIENCES
Co-Author (Article in Book)
Utro Nga Pagtindog: Narratives of Women from Guiuan after Haiyan
Philippine Sociological Review Vol. 63

Manalo et.al., pp. 131-156

Philippine Sociological Society
Published 2015, Special Issue
Coordinator

Handog kay Bonifacio
Samahang Saliksik Pasig, Inc

Pasig City Museum, San Jose, Pasig City

November 2014

Paper Presenter 
Utro Nga Pagtindog: Ang Karanasan ng mga Guiuananon Pagkaraan ng Kalamidad

(Bagyong Yolanda)
Delivered during the Crises, Resiliency, and Community: Sociology in the Age of 

Disasters
Philippine Sociological Society
Mindanao State University – General Santos City, South Cotabato, Philippines 
October 16 – 18, 2014
Coordinator

Daloy: Mga Panayam sa Araling Pasig

Samahang Saliksik Pasig, Inc

Pasig City Museum, San Jose, Pasig City

May 2014

Coordinator

Talakayang Rizal

Samahang Saliksik Pasig, Inc

Pasig City Museum, San Jose, Pasig City

December 2013

Coordinator

Usapang Bonifacio
Samahang Saliksik Pasig, Inc

Pasig City Museum, San Jose, Pasig City

November 2013

Speaker
Bonifacio: Ika – 150 Taon
Pasig City Museum and Samahang Saliksik Pasig, Inc

Eusebio High School, Rosario, Pasig City
Pinagbuhatan High School, Pinagbuhatan, Pasig City

San Joaquin – Kalawaan High School, San Joaquin Pasig City

November 2013
Secretary (Temporary)
Secretary to the Chief Organization Officer (COO)
Fursan Travel and Tourism

Riyadh, Kingdom of Saudi Arabia

May - July 2012

Head Usher

Gala Concert Celebrating the Life and Music of Carmencita Lozada, Violin Virtuoso
Tanghalang Pasigueño, Pasig City Hall Complex, Caruncho Avenue, Pasig City

28 August 2011

PERSONAL INFORMATION
Date of Birth: 
17 February 1989

Gender: 

Male
Eye Color:

Brown

Height: 

5’4’’
Language and Dialects Used in Communication (Oral and Written):




English, Filipino, Bisaya, Waray
EDUCATIONAL BACKGROUND

Tertiary:

Leyte Normal University – Tacloban City




Paterno St., Tacloban City




Graduate, 2009

Secondary:

Eastern Samar State University – Guiuan




Brgy. Salug, Guiuan, Eastern Samar




With Honors, 2005

Elementary:

Cantahay Elementary School




Brgy. Cantahay, Guiuan, Eastern Samar




Salutatorian, 2001




Casugoran Elementary School




Brgy. Casugoran, Homonhon, Guiuan, Eastern Samar




Grades I – IV

GOVERNMENT DOCUMENTS
Passport:







Valid Until: November 12, 2021




Issuing Authority: DFA NCR SOUTH
TIN: 




SSS Number: 


PhilHealth Number: 


HDMF: 



PDOS Certificate Valid until 2017
