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Jacob 
Email Address: jacob.380458@2freemail.com 
Objective:

To be able to apply my knowledge and skills that i gained thru years of experience

Skills:

Knowledgeable in basic internet troubleshooting, Opera, Siebel, Quick books Software, Amadeus and Microsoft Office.

Profile:

· Enthusiastic and dedicated professional with extensive experience across all aspects of reception.
· Proactive and friendly with high logical approach to challenges and can perform effectively even with a highly pressurized environment.
· Being confident I can demonstrate a strong ability to manage tasks, analyze work systems and capable enough to work in a team.
· Well organized, with good communication and interpersonal skills.
· Highly self motivated and disciplined, accurate and detail oriented.
Education

Lyceum of The Philippines University

· Bachelor of Science in Hospitality and Restaurant Management | 2003-2007
Experience:

Gloria Hotel and Apartments | Internet City, Dubai, United Arab Emirates February 2017– December 2017

Reservation Agent

· Arrange airport transfer

· Answer inquiries pertaining to hotel services, guest registration, and travel directions, or make recommendations regarding shopping, dining, or entertainment.

· Responds to communications from guests, travel agents, emails ,fax and other online reservations

· Verify customer credit, and establish how the customer will pay for the accommodation.

· Record guest comments or complaints, referring customers to managers as necessary.

· Processing transit visa for the guest

Media One Hotel | Media City, Dubai, United Arab Emirates

October 2012 – August 2016

Reservation Agent

· Answer inquiries pertaining to hotel services, guest registration, and travel directions, or make recommendations regarding shopping, dining, or entertainment.

· Responds to communications from guests, travel agents, emails ,fax and other online reservations

· Verify customer credit, and establish how the customer will pay for the accommodation.

· Record guest comments or complaints, referring customers to managers as necessary.

· Processing transit visa for the guest

· Arrange airport transfer

United Airlines, IBM Philippines | Shaw Boulevard, Manila, Philippines

June 2009 – February 2012

Customer Service Representative

· Plans route and computes ticket cost, using schedules, rate books, and computer.

· Reads coded data on tickets to ascertain destination, marks tickets, and assigns boarding pass.

· Arranges reservations and routing for passengers at request of Ticket Agent.

Dell Financial Services , Telus International | Ortigas, Manila, Philippines

October 2006 – January 2009

Customer Service Representative

· Provide personalized customer service of the highest level by establishing rapport and presenting a positive, friendly attitude.

· Develop prospects from current commercial customers, referral leads, and sales and trade meetings.

· Recommend certain services such as life insurance, retirement income, investments, and long-term care insurance.
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