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                       CHELO                                                        CHELO.343541@2freemail.com  

To be part of an organization where I can learn, utilize and enhance my knowledge and skills so that I could be of service to others in the best way I can.


          PHILIPPINE NORMAL UNIVERSITY- 1999 - 2004 
                                                Bachelor in Secondary Education Major in English

                                                             Taft Avenue Manila, Philippines

                        CANDELARIA INSTITUTE – 1993 - 1997
                           
Secondary Education,

                                       Cabadbaran Agusan del Norte, Philippines

                            CAPES- 1987 - 1993
                            
Elementary Education
                                 Cabadbaran Agusan del Norte, Philippines
                                                
FRONTDESK RECEPTIONIST 2016- PRESENT
GOLDS Gym
Dubai, UAE

CUSTOMER SERVICE RECEPTIONIST 2015
                                        Escape Beach Resort
Koh Samui, Thailand
GUEST SERVICES OFFICER 2011 - 2015
BEST WESTERN JAYLEEN 1918
Singapore
CUSTOMER SERVICE REPRESENTATIVE 2009-2011
                                             BPM PARTNERS ASIA PACIFIC

                                             Singapore

                                             CUSTOMER SERVICE REPRESENTATIVE-Call Center 2005 – 2008
                                          Etelecare Global Solutions

                                             People Support Aegis

                                             Cebu City Philippines
                                           LANGUAGE TUTOR 2004 - 2005
                                           Washington Turorial Center

                                              Paranaque, Philippines

PROFESSIONAL SKILLS

· Strong Communication Skills
· Customer Service Skills
· Excellent interpersonal skills
· Basic computer skills ( Microsoft Office )
· Proficient in using Salesforce, MATRIX PMS, Perfect Gym
· Administrative support
· Customer Service – Call Center

· Front Desk RECEPTIONIST

PERSONAL SKILLS

· Problem Solving Capabilities

· Tolerant and Flexible to Varied situation

· Self-Motivated and has Initiative

· Enthusiastic and has a high Energy Level

· Can work well individually or/and in a team

JOB DESCRIPTION

POSITION: FRONDESK RECEPTIONIST 

COMPANY:GOLDS GYM

                Dubai, UAE
DUTIES AND RESPONSIBILITIES

· Compile and update information in the system

· Maintaining existing members.

· Greet and direct members, staff and guest as they enter the gym and provide control of the front door location.

· Providing assistance to members’ requests along with inquiries about gym operations & policies as well as performing various administrative duties as directed.

· Answering clients’ phone and email queries.

· Handling members’ complaints.

· Process membership sales, monthly dues and renewals thru cash or credit card.

· Organizing and filing transactions/documents for future references.

POSITION: CUSTOMER SERVICE RECEPTIONIST
Company: Escape Beach Resort,  Koh Samui, Thailand
DUTIES AND RESPONSIBILITIES

· Complete check in with up-selling skill provided to maximize revenue.
· Cross selling hotel services and products.
· Overlooking Front Office day to day operations.
· Response and follow up incidents that may happen in the hotel.
· Handle complaints and resolve issues.
POSITION: GUEST SERVICES OFFICER 2011 - 2015
Company: BEST WESTERN JAYLEEN, Singapore

DUTIES AND RESPONSIBILITIES

· Front desk duties as required: greeting guests, answering the telephone, performing guest transactions and operating the front office computer systems.
· Performing registration process.
· Ensure guests are booked in rooms requested and make sure rooms are available prior to guests checking in.
· Providing assistance to all Front Office Team Members in dealing with escalated situations. Assist guests with issues and complaints, with empathy and a focus on guest satisfaction.
· Responsible for monitoring of rooms inventory, rate and plan availability.
· Actively interact with guests, welcoming them and helping with check out.
· Assist in training new personnel / front desk staff.
· Providing optimal level of customer services to ensure guest satisfaction at all times.
Admin

· Filing of documents, stationeries and printing inventories, office repairs and maintenance.
· Prepare invoices, daily collections, banking of cheques.
POSITION: Customer Service Officer
Company: BPM Partners Asia-Pacific Pte Ltd Singapore, Singapore
DUTIES AND RESPONSIBILITIES

· Assume receptionist duties, greet guests and refer them to appropriate staff members, answer phone, route calls, and take messages.
· Type and word process documents as needed.
· Order office supplies and monitor inventory
· Update and maintain mailing lists.
· Distribute incoming mail and prepare outgoing mail including bulk mail.
· Maintain accurate daily accounting of fees.
· Customer Service and research
· Cold calling
· Conducts research online and other sources of information to collect, analyze and record facts
POSITION: Customer Service Representative - CallCenter

COMPANY: eTelecare Global Solutions, IT Park, PIPC Building, Apas, Cebu City Philippines

DUTIES AND RESPONSIBILITIES

· Provides frontline support to our International Clients and give them customer-based solution through incoming and outgoing calls
· Sees to it that the customer satisfaction is met by reviewing customer feedbacks and responses from the services given to them
· Achieves target goals in a daily basis to meet the demands of the clients
· Attending and contributing to team meetings
POSITION: Customer Service Representative - Call center

Company: People Support (Philippines) Inc. – Call Center, IT Park, Cebu City, Philippines

DUTIES AND RESPONSIBILITIES
· Handle customer calls to provide consistent, quality service and accurate information
· Attends and contributes to team meetings
· Helps customers’ resolve problems
· Reports team performance, strengths, and areas of improvement and suggest strategies to achieve maximum customer satisfaction to the Team Leader
· Practice effective communication, customer care, and taking ownership of client’s problems or difficult questions until a satisfactory solution could be sought
POSITION: Language Tutor

Company: Washington Tutorial Center, BF Homes, Paranaque Philippines

DUTIES AND RESPONSIBILITIES

· Prepares English Lessons suitable for students’ level with emphasis on reading, speaking, listening, writing and the use of correct grammar.
· Develop goals and strategies to ensure that the learning is acquired after the class.
· Presents students with English educational materials and engage them with English conversations, assign English education homework.
· Grading and marking students’ progress, writing student reports or development forms to the Manager
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