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Mary Joice 
E-mail: maryjoice.358435@2freemail.com  


JOB DESCRIPTION

· Making a flight booking/s for both Domestic and International Flights in Sabre GDS
· Checking of deadlines (option to confirm) for Ticket Issuance in Sabre GDS
· Computing fares, taxes and surcharges for International and Local Flight before Ticket Issuance.

· Endorsing PNR to IATA for Ticket Issuance using Sabre GDS
· Making booking and purchase order to IATA for Ticket Issuance.

· Calling and communicating with different Airlines for ticket reissuance, rebooking, refund, revalidation and request of passenger’s seat, meal and assistance.

· Arranging Hotel Accommodation, Tours, Packages and Holidays both Local and International.
· Handle the processing of all orders (purchase order and booking order)
· Promoting and Marketing the Travel and Tourism Business (Advertisement in Social Media)
· Dealing with Business to Business and Business to Consumers.
· Inform clients/customers of unforeseen delays or problems with their bookings
· Collecting and processing payment of clients.
· Checking of requirements for Passport processing.
· Visa Assistance – handling of confidential documents (Asian Countries – Japan and Korea)

· Answering phone calls, email and walk in inquiries.
· Managing schedules, filing important documents and communicating relevant information.
· Monitor the team’s progress, identify shortcomings and propose improvements

· Assist in the preparation and organizing of promotional material or events

· Welcome visitors, establish reason for visit and direct to relevant person.
· Deals with assigned incoming correspondence, faxes, emails and reservation messages.
· Maintain and update visitors log book

OBJECTIVES

To find a job that offers long-term challenge and opportunities growth through skills development, knowledge enhancement and values formation that is relevant to my chosen profession and position.

EDUCATION

College 

  Bachelor of Science in Tourism Management

  University of the East
  Samson Road Caloocan City PH


2009-2011
Undergraduate
High School



      

  Obando National High School



2005-2009
Graduated

  Paliwas, Obando, Bulacan PH
Elementary

  Lawa Elementary School




1999-2005
Graduated
  Lawa, Obando, Bulacan PH

SPECIAL SKILLS
· Local/Domestic and International Flight Booking and Ticketing using Sabre GDS
· Tour Operation –  Tours Arrangement for Holidays and Tour Packages
· Knowledgeable in Online Booking (reservation of hotel from budget hotel to luxury hotel)
· Business – to – Business (B2B) and Business – to – Consumers Transaction (B2C)
· Computer Literate 
· Can do MS Office (Word and Powerpoint preferrably) 

· Can do multitasking

WORKING EXPERIENCE
Earth 2 Orbit Travel Inc.

U.N Avenue Ermita Manila Philippines
February 2012 – December 2012
Reservation Officer (Ticketing)
· Making a flight booking/s for both Domestic and International Flights in Sabre GDS
· Checking of deadlines (option to confirm) for Ticket Issuance in Sabre GDS
· Computing fares, taxes and surcharges for International and Local Flight before Ticket Issuance.

· Endorsing PNR to IATA for Ticket Issuance using Sabre GDS
· Making booking and purchase order to IATA for Ticket Issuance.

· Calling and communicating with different Airlines for reissuance, rebooking, refund, revalidation and request of passenger’s seat, meal and assistance.

Skieland Travel and Tours / Balayan Travel and Tours
Lipatan Balayan Batangas Philippines
July 2013 – January 2017
Senior Reservation Officer/Supervisor (Ticketing and Tour Operation)
· Making a flight booking/s for both Domestic and International Flights in Sabre GDS
· Checking of deadlines (option to confirm) for Ticket Issuance in Sabre GDS
· Computing fares, taxes and surcharges for International and Local Flight before Ticket Issuance.

· Endorsing PNR to IATA for Ticket Issuance using Sabre GDS
· Making booking and purchase order to IATA for Ticket Issuance.

· Calling and communicating with different Airlines for ticket reissuance, rebooking, refund, revalidation and request of passenger’s seat, meal and assistance.

· Arranging Hotel Accommodation, Tours, Packages and Holidays both Local and International.

· Handle the processing of all orders (purchase order and booking order)
· Promoting and Marketing the Travel and Tourism Business (Advertisement in Social Media)
· Dealing with Business to Business and Business to Consumers.
· Inform clients/customers of unforeseen delays or problems with their bookings
· Collecting and processing payment of clients.
· Checking of requirements for Passport processing.

· Visa Assistance – handling of confidential documents (more in Asian Countries – Japan and Korea)

· Answering phone calls, email and walk in inquiries.

· Managing schedules, filing important documents and communicating relevant information.
· Monitor the team’s progress, identify shortcomings and propose improvements

· Assist in the preparation and organizing of promotional material or events

· Welcome visitors, establish reason for visit and direct to relevant person.
· Deals with assigned incoming correspondence, faxes, emails and reservation messages.
· Maintain and update visitors log book

PERSONAL INFORMATION
        
Date of Birth:



March 2, 1992


Place of Birth:



Obando, Bulacan


Gender:



Female




Civil Status:



Single




Citizenship:



Filipino



Religion:



Methodist (Protestant)




Height:




5’4”


Weight:



148 lbs.


Age:




25 yrs. Old




Dialect Spoken:


English and Filipino

CHARACTER REFERENCES


Available upon request
I hereby certify that the above information provided is true and correct to the best of my knowledge and ability.




MARY JOICE 
                             


                                                Applicant[image: image1.png]



