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Francis 
Francis.68665@2freemail.com 
Objectives :

To be a part of your company that promotes institutional ,  professional , individual growth and values to its employees; thus enabling myself to fully maximize growth and build a career and serve as a ground for my educational and professional development. 

Summary of Qualifications :

· Excellent in Customer Relations and Customer Service .

· A dedicated team player who can bring business : extra professionalism , passion , productive ideas , enthusiasm and “out of the box “ thinking packed with practical working experience.

· A trustworthy colleague with good credentials , capable of dealing with constant changes and leading change.

· Consistent performer who can work under pressure and meet deadlines.

· Good in Oral and Written Communication Skills / Interpersonal Communication , Typing , Computer Literacy ( Microsoft Applications : Word , Power Point , Excel ) , Hosting  , Store Merchandiser .

Education ;
Business Administration Major in Management                                

Holy Trinity College

Puerto Princesa, Palawan, Philippines

Year 1995-1999

Professional Experience :
UAE EXPERIENCE

May 2003 – March , 2008 :

:EVENTS AND SALES COORDINATOR 






   Showbiz Pizza Place , Jumeirah Town Center
 

(under Arabian Courtyard Hotel  4 Star hotel BurDubai)
The JOB :

· Acts as a Supervisor  in the restaurant.

· Conducts hosting , game facilitator and other kids during parties and other events.

· In-charge of  event bookings  and customer inquiries.

· In-charge of the preparation of  all indoor and outdoor events.

· In-charge in conceptualizing and implementation of school , office , birthday and other kind of parties.

· In-charge of making posters , decorations and others during events.

· In-charge of inventory of novelty items of the restaurant.

· In-charge of sales blitz and telemarketing of the company.

· In-charge of marketing activities and sales building of the restaurant .

· In-charge of making duty rosters or schedule  of the staff / employees .

· In-charge of checking and filing the function sales report / daily and other admin works.

CROSS TRAINING JOB :                                              Receptionist

          
  Arabian Courtyard Hotel , Bur Dubai UAE



( January – March , 2008 )

· Assists guests on their booking requirements check –in and check-out .

· Taking reservations and confirming it.

· Recieving payments from the guests and giving change as well.
May 2000 – February , 2003 :
SALESMAN






New City Commercial Center 






Philippines

· In charge and responsible for the electronics sales of shop , inventory stock register and daily sales report.

· Provides efficient service to customers in accordance with the company standards and procedures.

· Ensuring that the merchandise is proportionately and attractively displayed accurately priced to facilitate sales and service.

May 1999 – May 2000 :

PART TIME CUSTOMER SERVICE OFFICER






Philippine Airlines , Phillipines

· In charge of flight and hotel bookings and issuing tickets.

· Handling telephone calls , fax and emails.

· Assisting in administrative department in terms of filing and maintaining all important documents .

· Performs other duties assigned by the supervisor.

1998 – 1999 :


CARGO SORTER






Philippine Airlines , Philippines

· Segragating packages and documents to its destination.

· Taking weights and putting tags in the baggages.

· Preparing airway bills.

· Helping in loading the materials to the aircraft.

PERSONAL DATA:



Nationality :

Filipino



Date of Birth :
October 29,1978



Birthplace:

Puerto Prinsesa , Palawan Philippines



Sex:


Male



Civil Status:

Single



Visa Status:

On Visit Visa

