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JAYVEE 
JAYVEE.374501@2freemail.com 

OBJECTIVE: 

To pursue a career in an organization which I can utilize my skills and knowledge for the advancement of the company.

COMPUTER SKILLS:

Database Management 

Microsoft Access, MySQL, Oracle
Application Software

MS Word, Excel, Powerpoint, Office Publisher

Web Technology

HTML, CSS
Photo/Video editing

Adobe Photoshop, Windows Movie Maker, Premiere Pro 
Global Distribution System
Amadeus, Galileo
Online Booking System
             FLYDUBAI, Cebu Pacific, Air Arabia, Shaheen Air, ROOMSXML, 
                                                    Mamlakat Hotel Booking
Others



Networks, Format Computers
EXPERIENCE:

NASA Tourism LLC
Suite 402, 4th Floor Sapphire Tower, Al Itihad Road, Deira, Dubai, UAE

Position: Visa & Immigration Consultant / Ticketing Agent / Receptionist

DECEMBER 14, 2014 – TO PRESENT

· Arranging domestic and international flights, insurance and hotel. 
· Using a booking system (Amadeus).

· Issuing tickets using RTS (Remote Ticket System).

· Collecting and processing payments.
· Advising clients on travel arrangements, e.g. visa and passports

· Sending out tickets to clients
· Keeping clients up to date with any changes

· Dealing with complaints and refunds.

· Aid clients with reservation, transfers, changes and cancellations.

· Assist clients in finding travel package deals for their needs.
· Managing all aspects of the Visa and Immigration Service, ensuring that the process runs smoothly.

· Managing the completion of all relevant visa and immigration documents and ensure that they are received within the time limit set by the government.

· Ensures that all of the information provided by the client is accurate and correct, preparing and checking all legal documents.

· Preparing all fee quotes and any information required by clients, colleagues or authorities.
· Able to help the client to obtain Visas and other documentation required.

· Taking full responsibility of all Immigration issues and operations, remaining up to date with any changes to legislation.
· Preparing daily visa and ticketing reports.

· Greet and welcome guests as soon as they arrive at the office.
· Direct visitors to the appropriate person and office.

· Answer and forward incoming calls.

· Order front office supplies and keep inventory of stocks.

Kasri Travel & Toursim Branch LLC
Al Hudaiba Bldg. Shop No. 1 next to Carrefour Express opposite Al-Hana Centre Jaffiliya, Dubai-U.A.E

Position: Supervisor

APRIL 25, 2014 – AUGUST 25, 2014

· Dealing with disciplinary matters and customer complaints.

· Dealing with customers enquiries and aiming to meet their expectations.

· Reviewing Daily Sales Reports and managing the agency activities.

· Coordinating and guiding the agency staff to work for the customer satisfaction and development of the agency.

· Managing payroll matters and new staff training.

· Ordering sales literature, stationery & disposables to ensure the efficient running of the branch.
· Arranging Visa packages for Filipinos.

Kasri Travel & Tourism LLC 
SHOP#25, Al Naboodah Building, Al Hudaiba Street, Satwa Dubai U.A.E.beside New West Zone Supermarket

Position: Travel Consultant / Agent

JULY 04, 2013 – DECEMBER 25, 2013

· Arranging domestic and international flights, insurance and hotel. 
· Using a booking system (Amadeus, Galileo).
· Collecting and processing payments.
· Advising clients on travel arrangements, e.g. visa and passports

· Sending out tickets to clients
· Keeping clients up to date with any changes

· Dealing with complaints and refunds.
· Aid clients with reservation, transfers, changes and cancellations.

· Assist clients in finding travel package deals for their needs.


Position: Visa & Immigration Consultant / Agent

DECEMBER 25, 2013 – APRIL 25, 2014

· Managing all aspects of the Visa and Immigration Service, ensuring that the process runs smoothly.
· Managing the completion of all relevant visa and immigration documents and ensure that they are received within the time limit set by the government.

· Ensures that all of the information provided by the client is accurate and correct, preparing and checking all legal documents.

· Preparing all fee quotes and any information required by clients, colleagues or authorities.
· Able to help the client to obtain Visas and other documentation required.
· Updating Travel Agents in all our 4 branches regarding the changes in Immigration.

· Taking full responsibility of all Immigration issues and operations, remaining up to date with any changes to legislation.

· Preparing monthly reports.

EDUCATIONAL BACKGROUND:     


Secondary

Saint Louis University Laboratory High School
             C.M. Recto St. Navy Base, Baguio City, PH


  Baguio City, Philippines

    2008

Tertiary

Saint Louis University

Bachelor of Science in Information Technology

Bonifacio Street, Baguio City, PH
Baguio City, Philippines
2008 - 2012
SEMINARS ATTENDED:
PhilNITS “The Value of Fe Examination”


AVR, University of Baguio, Gen. Luna Road, Baguio City, PH

September 16, 2011
Recent Development on ICT Service Innovation: Theories, Practices and Cases


Center for Culture and the Arts Building, Saint Louis University Baguio City, PH

August 9, 2011

Graphika Manila 2011 International Multimedia Design Conference


SMX Convention Center, Mall of Asia Complex, Pasay City, PH

July 30, 2011

Nurturing ICT Capability and Knowledge through the Power of Research


Center for Culture and the Arts Building, Saint Louis University, Baguio City, PH

February 17 & 18, 2011

PERSONAL INFORMATION:


Height

: 

5’ 4’’
Weight

:

60 kg
Date of Birth

:

April 8, 1992
Civil Status

:

Single

Sex

:

Male





Nationality

:

Filipino

Religion                  
:

Christian
Language Spoken
:

English, Filipino
Visa status                     :

Employed but can join immediately
I certify that all the above information is true and correct.
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