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	Nationality
	: Filipino
	

	Date of Birth
	: 03 /04 / 1977
	

	Visa Status
	: Visit

	


	WORK EXPERIENCE  

	


	
	

	Feb 2012 – June 2014
	Customer Service Representative
	Dubai , UAE 

	
	Super Price Rent A Car

	

	 
	· Receive booking either by phone, walk in customers or through referral from Senior Sales.

· Resolving overdue rentals, responding to customer inquiries and complaints.

· Maintain and update rental agreement files, contact and notify customers of overdue rental vehicles and inquire as to the expected date of return; process rental extensions.

· Balance money in counter drawers, retrieve of amount money collected during shift, complete deposit slip and forward the daily cash/cheque collections and reports to the accounts.

· Enter and maintain information in system.

· Daily checking of available cars and sending reports to the concerned departments.

· Assisting the customer in meeting their car rental needs such as giving them brief description of the features of each available car and building strong relations with customers.

· Responsible for filling all open and closed walk in contracts as well as corporate contracts and segregating them properly according to Daily and Monthly category.

· Provide Daily, Weekly and Monthly Sales Report for assigned branch to the Sales Supervisor.

· Coordinate with Operations Department for scheduling driver’s daily job for repair, delivery, collections service, maintenance and urgent break downs if any.

· Assisting with concerned Superior for short term/long term/special discounts on existing sister partner or referred customers.

· Forwarding late payment pending cases to the superior.

· Complete car exchange request in the system.

· Coordinating with Operations Department with the number of vehicles available and reconciliation of number of keys on hand at number of keys on the system.

· Administer, implement and carry out day to day activities related to all the duties and responsibilities pertaining to personnel and administration including copying/distributing materials, memos and filing, etc.

· Performs other duties and responsibilities that may be assigned by the Management from time to time. 



	Mar 2010 - Jun 2011
	Customer Support (Advantage Rent a Car Division)
	Dubai , UAE 

	 
	AL YOUSUF L.L.C.

	

	 
	· Answer telephone calls and customer inquiries.

· File and retrieve organizational documents, records and reports.

· Handles customer complaints by resolving the problem according to company guidelines. 

· Make bookings and reservations for car rental.

· Prepares contracts, and process the documentation before vehicle release.

· Updates and following up on the delegated tasks to ensure progress to deadline.

· Maintains and updates customer database.

· Providing Customer Traffic fine charges and Salik charges report.

· Administer, implement and carry out day to day activities related to all the duties and responsibilities pertaining to personnel and administration including copying/distributing materials, memos and filing, etc.



	
	Customer Relation Coordinator (Advantage limousine Division)
	Dubai , UAE 

	
	AL YOUSUF L.L.C.
	

	 
	· Coordinate role between operation and partner hotel

· Provide guest with information and support with regards to    transportation, trips transfer and some basic information regarding to the hotel

· Responsible for the transportation arrangement of hotel guest/clients  as per the arrangement

· Report and record transport/trip reservation by phone, email or in person

· Provide information to guests as required

· Taking initial care of guest from the time of inquiry to assisting them to the limousine

· Able to organized trips, manage the prices with flexibility under company’s norms.

· Coordinate with supervisors, hotel concierge and limousine drivers. Able to issue a transfer voucher

· Handling guest complaints and able to present solution to solve the related issue

· Proactive work and provide continual recommendations to improved operation and other function for the company

· Responsible for the reconciliation of vouchers list of advantage limo and hotel           



	May 2004 - Sep 2008
	Customer Service Representative
	Dubai , UAE 

	 
	Thrifty Rent A Car

	

	 
	· Greet customers, complete necessary rental and parking information, disclose rates, terms and conditions of rental and obtain customer signatures while using effective sales techniques to encourage customers to utilize service options.

· Provides accurate and helpful information to all customer inquiries as well as rate and reservation requests over the counter or by telephone.

· Qualify each customer using our company rental requirement guidelines.

· Maintain and update rental agreement files, contact and notify customers of overdue rental vehicles and inquire as to the expected date of return and process rental extension.

· Answer telephone calls in a friendly, helpful and prompt manner.

· Assist customers by effectively resolving all customers-related issues.

· Communicate with shuttle driver to coordinate the pick-up and delivery of customers.

· Ensure availability of cars for reservations and walk -in clients.  

· Issue cash and credit receipts.

· Prepare daily cash/credit summary report for submission to the Accounts Department.

· Deposit daily cash collection to the bank.

· Administer, implement and carry out day to day activities related to all the duties and responsibilities pertaining to personnel and administration.

· Has authority to disburse petty cash fund.

· Performs other duties and responsibilities that may be assigned by the Management from time to time.



	EDUCATION

	


	Academic
	CENTRO ESCOLAR UNIVERSITY
	

	1994 - 1998
	Bachelor of Science, Major  in Tourism
	Manila, Philippines

	 
	
	

	Languages
	· Tagalog(Filipino)
: Mother Tongue

· English
: Excellent
	

	
	
	

	SKILLS

	


	
	Proficient in Microsoft Office (Word, Excel, Outlook)

Good interpersonal

Fast learner and attentive

	

	
	


