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 MIA


MIA.363510@2freemail.com 





CAREER OBJECTIVE 

To be part of a well-respected company with the same aspirations in delivering customer satisfaction; a company that would provide for further development of my skills and abilities, and help me become a better individual and professional as I help the company to be even better. 
WORK EXPERIENCES

November 2016 – April 2017
SALES COORDINATOR - GROUPS




THE RITZ-CARLTON, DUBAI INTERNATIONAL

FINANCIAL CENTRE


PO BOX 482032, Gate Village, DIFC, Dubai, UAE

· Provide administrative support for the Director of Group Sales and Director of Sales 

· Assist in the preparation of the hotel’s month – end report, production and actualized reports

· Participate in daily Sales Line-up, weekly Sales Meeting, and other business related meetings and functions

· Ensure that all pertinent information is provided to bookers, guests and colleagues

· Ensure that all communication with clients, guests and colleagues is complete, accurate, engaging and positive
· Assist in booking relevant rooms and meeting space for individuals and groups

· Assist in preparation of Contract rate agreements and group contracts
March 2014 – October 2016
RESIDENCES COORDINATOR





THE RITZ-CARLTON, DUBAI INTERNATIONAL

FINANCIAL CENTRE

PO BOX 482032, Gate Village, DIFC, Dubai, UAE
· Handles email inquiries for Monthly/ Yearly rentals and responds in a timely manner

· Guest Relations and amenities assigning for VIP’s 

· Pre-calling of guests in advance and arranging their room blocks, amenities and ETA updates. 

· Conduct and prepare line ups 

· Prepare the Departmental training/ Meetings and any other Administrative requirements. 

· Assisting and doing show around for guests 

· Prepare Long term contracts with accuracy and precision well in advance and coordinating their arrival / and or renewals as well as payments. 

· Assisting the FD department as well as work hand-in-hand with the Front Desk Manager. 

· Preparation of reports in Excel, Power-points independently 

· Conducts other related Front Desk Duties (Check-ins, check-outs, billing, currency exchange, Concierge Assistance)
· Handles payroll, weekly roster for the team
Oct 2012 – Feb 2014

FRONT DESK ASSOCIATE




MARRIOTT HOTEL MANILA





#10 Newport Boulevard, Newport City Complex, Pasay City 1309
· Welcome and acknowledge all guests with a smile, eye contact, and a friendly verbal greeting
· Process all guest check-ins, check-outs, room assignments, and room change/ late check-out requests 
· Performs room upselling to all arriving guests
· Secure payment; activate/ reissue room keys
· Verify/ adjust billing for guests
· Run and check daily reports, contingency lists, and credit card authorization reports
· Responsible for sending post departure e-mail to Marriott Rewards Silver Elite Members 
· Conducts personalize In-Room check-in to all Silver Elite Members & guests with Transfer-In
· Develop and maintain positive working relationships; support team to reach common goals
August 2009 – March 2010
HORIZON CLUB SERVICE ASSOCIATE TRAINEE,




EDSA SHANGRI-LA HOTEL, MANILA
January 2005 – October 2012 SENIOR GUEST RELATIONS, 

 EDSA SHANGRI-LA HOTEL, MANILA

Sept. – November 2004
PART-TIME RESEARCH ASSISTANT,

GEORGE GARRETT GUILFORD AND ASSOCIATES

June to August 2004

ON THE JOB TRAINING,
DUSIT HOTEL NIKKO
Ayala Center, Makati

· Front Office, Marketing Services, Cold and Pastry Kitchen

EDUCATION


2001 – 2004


DE LA SALLE – COLLEGE OF SAINT BENILDE





Bachelor of Science in Hotel, Restaurant, and Institution

Management 
1997 - 2001


DE LA SALLE LIPA UNIFIED SCHOOL




High School Diploma

1991 - 1997


CANOSSA COLLEGE, SAN PABLO CITY LAGUNA





Elementary Diploma

SPECIAL SKILLS


Proficient in Sales & Catering Opera, PMS Opera, Microsoft Outlook, Oasys, Fidelio, Micros Payment, Concierge Assistant, Lotus Notes, Windows XP and MS Office XP Professional Edition (Excel, PowerPoint, and Word). Demonstrated proficiency and expertise in providing excellent customer service. Passionate on delivering exceptional service to create a unique, memorable and personal experience for our guests. 
AWARDS AND RECOGNITION

· Nominated for Quarter 1 5-Star Awards 2016

· Gallup Superstar for August 2015

· 2 Brilliant Host Awards (Spirit to Serve), Marriott Hotel Manila
(Given to an associate who has received commendations from guests for an outstanding service, for going above and beyond expectations and for making possible a problem free stay).

· 2 Gold and 10 Silver Star Awards for Customer Delight, Edsa Shangri-La Hotel 

(Recognize exemplary performance in delivering guest/customer service).
· 2011 Perfect Attendance Award, Edsa Shangri-La Hotel
· 2008 Guest Relations Officer of the Year
