ALFREDO 
Alfredo.372583@2freemail.com 
	Qualification Summary


· Highly proficient, self-starter and has self-discipline, organized and goal-oriented.

· Excellent in communication skills as demonstrated in my ability to work with people of diverse backgrounds.

· Detail oriented, flexible and adaptable.

· Welcome the challenge of problem solving and decision making.
	Professional / Work Experience


SAIPEM / SNAMPROGETTI  (based in Al Khobar, Saudi Arabia)

February 13, 2014 – present

    Travel Officer / Travel Coordinator (Travel Department)
· Accountable in receiving of travel orders and preparing flights as per employees request and requirements.
· Requires to answer and accommodate all inquiries thru email. Ensuring  all requirements are being settled.  
· Accountable in car rentals and hotel reservations that are needed for the managers and employees on mission and vacation.
· Handles inquiries over the phone with problems or concerns about employees flight and bookings.

· Securing all bookings has been issued properly.

· Responsible in rechecking of travel orders before issuing of tickets that has been provided by the HR department.

· Updating reports into the system after ticket has been issued.
ALTAYYAR TRAVEL GROUP (based in Riyadh, Saudi Arabia)

June 7, 2011 – present

    Travel Consultant / Ticketing and Sales Executive (started from counter department and later on    

                      transferred to department of Ministry of Higher Education, Global Ticketing Division)
· Accountable in receiving of travel orders from the ministry and to communicate the students through phone or email to recheck the details of the travel dates.
· Responsible in rebooking, upgrading and refunding of tickets as requested by the passenger.

· Responsible in organizing flights, and securing customer satisfaction for future services and to coordinate with our offices throughout the globe like USA, UK and Canada.
· Handles inquiries in person or over the phone with problems or concerns about student’s flight and bookings.
· Securing all bookings has been issued properly and collected the correct amount of the tickets in the statement of account.

· Responsible in rechecking of travel orders before issuing of tickets that has been provided by the Ministry of Higher Education.

· Offering advices on the destination and be knowledgeable about making transportation and accommodation recommendations.
· Updating reports into the system after ticket has been issued. 
AIRPHILEXPRESS (formerly Air Philippines)

February 1 – May 30, 2011
      Customer Service Agent/Ground Steward/Cargo Agent
· Responsible in receiving, processing and confirming air tickets.
· Assists passengers to make sure their travel plans are satisfactory.

· Handles inquiries in person or over the phone with problems or concerns about reservations, flight information and even lost luggage.

· Provides passengers their boarding passes and seat assignments.

· Handles standby travelers and makes announcements over the public address system.
· Provides information about delays or changes of flights and cancellations.  In the events of delays or cancellations, helps passengers reschedule connecting flights and assists in finding accommodations.
· Routes inbound and outbound air freight shipments to their destinations.

· Takes telephone orders from customers and arranges for pickup of freight and   

delivery to loading platform and assembles cargo according to its destination.
· Weighs items and determines cost, using rate book.
· Itemizes charges, prepares freight bills, accepts payments and issues refunds.

· Prepares manifest to accompany shipments and notifies shippers of delays in 

      departure of shipments.

Bohol Beach Club (Tambuli Resorts)



      

August 2003 – April 2006 / May 2010 – October 2010
Positions Held:

     Acting Manager / Officer-in-Charge (FO Department)
       
· Responsible for the day-to-day management of the hotel and monitoring of staff and has commercial accountability for planning, organizing and directing all hotel services.
     Reservations Supervisor



                  
· Responsible for the smooth operation of the Reservations Department; conducts and initiates planning, implementing, controlling, supervising in taking and recording reservations for the hotel.  

· Prepares reports concerning production and sources of business and all other reports pertaining to room reservations.
     Reservations Officer

    


     
· Responsible in receiving, processing and confirming room reservations.

· Selling and giving general information about the property.

· Adheres to the approved standard policies and procedures in taking room reservations. 

· Constant evaluation of group space requested and space already confirmed. 

· Coordinates with Front Office, Housekeeping, Food and Beverage and other departments concerned on requests made upon room reservations. 

· Prepares occupancy forecast for the Front Office Department, Food and Beverage Department and all other departments concerned.
    Guest Service Agent / Port Representative
· Responsible for the efficient rooming of resort guests and giving out accurate information and aid concerning hotel facilities, functions, transportation systems to guests and others, and for controlling the giving out of keys and mails, messages, cables and parcels to guests.
· Responsible of meeting and assisting guests in the airport/pier, ensuring that are accommodated well with their transportation going to the resort and vice versa. 

     Receptionist / Desk Officer  

    

     
· Responsible for the efficient rooming of resort guests and giving out accurate information and aid concerning hotel facilities, functions, transportation systems to guests and others, and for controlling the giving out of keys and mails, messages, cables and parcels to guests.
Travel Village Tours and Travel                     
June 2006 – November 2006

Note: This was just a part time job because during this time I am having my college education.
    Reservations Officer

· Gives recommendation on destinations and give updates on weather conditions, restaurants, tourist attractions, and recreation.
· Make arrangements of guest transportation, hotel accommodations, car rentals, tours, and recreation.
· Provide information on customs regulations, required papers (passports, visas, and certificates of vaccination), and currency exchange rates to international travelers.
· Consult published and computer-based sources for information on departure and arrival times, fares, and hotel ratings and accommodations.
	Educational Background


Tertiary

:
Holy Name University, Tagbilaran City, Bohol

Bachelor of Science in Hospitality Service Management Major in Hotel and Restaurant Management





2006 – 2010

Secondary
:
Saint Nicholas Academy, Luyo, Dimiao, Bohol





1997 – 2001

Primary

:
Dimiao Central Elementary School, Poblacion Dimiao, Bohol





1991 – 1997
	Seminars and Workshops Attended


Bohol Beach Club
October 22-23, 2005

Conducted by: The Harry Pound Company
· Unleashing The Power of One “The Art of Building the Winning Team”

· Building a Culture of Service

· Psyching Up for Selling Success
Mactan Crown Regency Suite

August 26, 2007

Sponsord by: Holy Name University

Conducted by: Dr. Evelyn F. Lupango 

· Personality Development and Communication Skills

	Awards, Recognition and Achievements


· 5th Honorable mention
: High School Graduation

· Draftsman of the Year
: High School Graduation
· Dean’s Lister

: Tertiary (2nd year – 4th year)
	Organizations / Affiliations


Diwanag Dance Theatre and Cultural Troupe
Holy Name University, Tagbilaran City
November 2006 – March 2010

· Vice President (School Year: 2009-2010)
· President (School Year 2008 – 2009)
· Vice-President (School Year 2007-2008)
· Member (School Year 2006-2007)
        Diwanag is the old Bisayan word for "insight" or "inspiration." This obscure and seemingly esoteric word best captures the core essence of Holy Name University's resident Dance Troupe: Diwanag Theatre and Cultural Troupe. Diwanag aims to serve as the artistic vehicle for the promotion of local cultural materials in dance and inspire Boholanos to learn more about themselves as a people, and as Filipinos. 

	Personal Data


Sex



:
Male


Age



:
33

Birthday


:
February 26, 1984
Birthplace


:
Dimiao, Bohol


Civil Status


:
Single


Height



:
5’6”


Citizenship


:
Filipino


Language


:
English, Tagalog, Visayan
