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Wendy
Wendy.348380@2freemail.com    

Personal Data

Nationality:           Filipino

Gender:                 Female

Age:                       22
Date of Birth:       May 26, 1994
Marital Status:     Single
Visa Status:          Visit visa
Educational Attainment

Education:
Data College - Hotel and Restaurant Services
Pampanga, Philippines

From 2010 to 2012

Skills:

· Computer literate
· People Management
· Customer Service Excellence
· Team Building
· Interpersonal Skills

· Administrative Support

· Document Control

· Reception Support


	CURRICULUM VITAE

CAREER OBJECTIVE

Multilingual (English / Tagalog) and proactive professional with multi-industry experience; accustomed to customer service and coordinating resources effectively to achieve targets within often stringent constraints.  Energetic, dynamic, relishes challenges and demonstrates in-depth analytical and strategic ability to facilitate operational and procedural planning, coupled with the ability to adapt to different cultures.
EMPLOYMENT HISTORY
People Movers Inc. (Manila, Philippines) – People Movers, Inc. is one of the country’s more established providers of human resources to a broad sector of the business community since 1997. Lean and agile, an independent, Filipino-owned HR consultancy company dedicated to locating the right people at the right time.
Sales Assistant                                                October 2014 to November 2016

· Prepares daily sales report
· Monitors utilisation level of all stationery, brochures, equipment, forecast demand for supplies and raise the necessary requisition.
· Coordinates sales activities including client communication, follow up on sales enquiries.
· Provides administrative support to ensure efficient operation of the office.

· Supports the managers and sales staff through a variety of tasks related to organization and communication.

· Monitors on a daily basis and maintain up to date file management and its confidentiality for effective retrieval and perusal.
· Follow up on payment collection and keep track records of clients activity (Quotations, Purchase Orders, Invoices)

· Assists on bank transactions if needed.
M.M Figueroa &Associate (Pampanga, Philippines) – one of the Accounting Firm/Bookkeeping Office in the Philippines. 
Office Clerk                                                                July 2013 to August 2014
· Records all incoming and outgoing correspondence.
· Organizes office filing and storage systems
Philippine Statistics Authority (Pampanga, Philippines) – Serve as the central statistical authority of the Philippine government on primary data collection.                             
Team Supervisor                                                       February 2013 to August 2013
· Inspects quality checks against the enumerator
· Responsible for weekly sales reports
Sogo Hotel (Pampanga, Philippines) – is a hotel chain operating in different major cities and provinces in the country. The hotel group has 42 hotels.
Telephone Operator/Room Attendant              November 2011 to March 2012

· Managing orders for the hotel and coordinating the same to maintain a high customer service excellence.

· Handling & dealing with all customer queries over the phone.

· Assists in the inventory of the hotel supplies.
· Help customers in facilitating their daily tours when required.


