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EDUCATIONAL BACKGROUND











BACHELOR’S DEGREE in HOTEL AND TOURISM MANAGEMENT Major in TRAVEL AND TOURS





SAINT MARY’S UNIVERSITY





2009-2013











TECHNICAL SKILLS








MS Word, MS Excel, Powerpoint


Basic in Galileo System








PERSONAL DATA





Age: 26


Sex: Male


Nationality: Filipino


Birthday: November 28, 1988


Civil Status:  Single


Visa Status: Tourist Visa











References & Supporting Documentation - Furnished Upon Request





BRANCH SUPERVISOR


ADMINISTRATION DEPARTMENT


May 2013-July 2014





DUTIES AND RESPONSIBILITIES





•	Administer everyday operations for all sales activities.





•	Resolve all customer issues and facilitate new 


accounts development and resolve all customer issues. 





•	Develop professional relationships with all customer contacts.


•	Determine all profit and sales objectives and design effective strategies to maintain inventory levels..





•	Implement all required safety programs and provide required training to employees to enhance operation and supervise efficient working of all employees.





•	Assist the general  manager to provide optimal customer services and reconcile receipt and cash payment





•	Update all product knowledge of branch.





•	Supervise efficient working of staff and maintain smooth work flow and assist branch manager to achieve all annual growth objectives .





•	Maintain high standard of services in branch and prepare accurate records.














FRONT OFFICE EXECUTIVE/CUSTOMER SERVICE





DUTIES AND RESPONSIBILITIES





Enhancing sales and revenues of the company by advertising the services and other partners- hotels, restaurants and others.


Transfer calls to other department if necessary.


Assist clients on their inqueries and give immidiate feedback if needed.


Received calss and process customers needs.


Facilitating for the smooth and easy traveling of the clients by providing all kinds of services.


Performs other duties as assigend.


Preparing weekly and monthly sales reports.


Receive transfers or escalated calls from the agents and make possible resolutions.











CAREER OBJECTIVE





Seeking a more challenging role in an organization where my experience, professional training and education can be fully utilized geared towards achieving professional growth while being resourceful, innovative and flexible.





PROFESSIONAL DISTINCTION





Total of 5 years of experience of customer service, front office operation, sales and supervisory.





Basic knowledge and training in ticketing and reservation both in travel and tours and hotel industry.





Excellent knowledge and skills in MS Office and computer networking.





Proven ability to manage multiple priorities in a fast-paced environment and work effectively with diverse teams.





Excellent in customer relation skills.





Basic knowledge in Galileo and Amadeus system.





Proven ability to produce strong results while 


maintaining excellent customer service.





Fluent in English, imaginative, hard-working, positive attitude.





Ability to multi-task, ,Customer- Oriented and Team-Spirited





CARRER PORTFOLIO











TOURS CORPORATION is a duly licensed tour operator that offers customized, exclusive local educational tour/ fieldtrip packages that include the following: competent and well-trained tour coordinators, hotel accommodations, roundtrip transportation either by commercial airline or shipping line and air conditioned bus, meals, accident insurance, and ocular visits to different companies and institutions for more than a decade.























.





BRIEF EMPLOYMENT HISTORY

















BRANCH MANAGER





May 2013- July 20, 2014











HARANAH TOURS CORPORATION








SALES EXECUTIVE














FARINAS TRAVEL AND TOURS





CUSTOMER SERVICE











