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Visa Status:Tourist Visa
	


Objective:
Seeking of any position in your company that rewards loyalty, hard work, dependability & positive results in the team environment.
	


Career Profile:
· Objective driven hard working with strong administrative skills.

· Exceptional adoptability & versatility.

· Very eager to learn open new ideas and willing to be trained

· Multi-tasking ability in a stressed environment
· Possess professional attitude

· Dedicated & hardworking.

Qualifications:

· Attended phone calls, concluded the nature of calls & assisted callers to the proper department.
· Successfully organized appointments between employees & clients.

· Kept detailed messages from the person called upon, containing name, call timing & business nature.

· Accepted & distributed messages & mails to proper departments & employees.
· Superb time management skill.

Work History:
Waitress
Café Bateel(March 19, 2013- March 20, 2015)

Ascott Hotel Park Place, Sheikh ZayedRd.. Dubai UAE

· Attending to customer service

· Politely greets& welcome the customer with a smile upon entering the shop.
· Serve foods & Beverage as per set standard of the company & established friendly & professional relationship with guest by achieving maximum guest satisfaction.
· Prepares morning mise en place according to set standards.

· Ensures that the front of the house is kept clean & organized.

· Check & organize the side station before & after the operation of each shift as per side station set up standard.

· “Thank” guests as they leave & invite them to return.

· Conducting inventory of stocks every month.
· Always check the expiry dates of all the products.
Reservation Agent
Globelink Travel(June 01, 2012- November 30, 2012)

1 SWH 2ndflr Business Center Unit 1 Sir Williams Hotel 39 Timog Ave., Quezon City, Philippines

· Making Reservation to the Airlines using AMADEUS & VIA
· Making tour itineraries, proposals, etc.

· Filling paper works such as purchase order, sales report, etc.
Reservation Officer 

Great Sights Travel & Tourism(September 15, 2010- March 25, 2011)

Unit 19 P.A Padre Faura Center, 472 Padre Faura corner M.H Del Pilar St. Ermita Manila, Philippines

· Assist the guest/s.

· Making Reservation to the Airlines using AMADEUS, VIA & SQIVA

· Making tour itineraries. (Seat in Coach)

· Making Reservation of the tours coming from the different hotels, clients & travel agencies. (Seat in coach)
· Answering Business calls, etc.

· Doing a sales calls to different hotels & travel agencies

Reservation Agent

Al Shafak Tourism & Travel(December 22, 2009- February 22, 2010)

Emirates Concorde Hotel, Maktoum Road, Diera Dubai, UAE

· Making Reservation to the Hotels & making itineraries.

· Answering Business calls, etc.

· Assist the guest/s.

Reservation Agent

Busina Company (0ctober 16, 2008- March 09, 2009)

Richmonde Plaza, San Miguel Ave., Ortigas, Pasig City, Philippines
· Making Reservation to the Airlines using ABACUS.
· Answering Business calls, etc.

· Making Tour Itineraries
Educational Background:
Bachelor of Science Major in Tourism

Lyceum of the Philippines University
Muralla corner Real St., Intramuros Manila, Philippines

2005-2009

Skills:

· Very ambitious & able to take responsibility.

· Able to work under pressure & less supervision.

· Responsible for various other duties as assigned.

· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Power point, E-mails & Internet.

Seminars & Training Attended:
· “AMADEUS Low Cost Carrier” 
(July 05, 2012)

· “AMADEUS Basic Course Reservation”
 (July 02-04, 2012)

· “Travel Tours & Operations, Tour Planning & Packaging & Tour Guiding”

(October 24-27, 2007)

· “Tourism Planning & Development Transportation Management” 

(September 24, 2007)
· “Music & Tourism: A Merging Industry” 
(March 08, 2007)
· “Future Airline Industry”
 (November 29, 2006)

· “Leadership w/ dignity & respect stirs thousands of followers towards to success”
 (September 16, 2006)
