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PERSONAL INFORMATION

Date of Birth:
April 29, 1985
Marital Status:
Married
Nationality:
Filipino
Height:
5’6”

CAREER OBJECTIVE

Aiming for A challenging position in your distinguish company where I can achieve my ambitions, develop my communication, creativity and leadership skills. An opportunity to work in your remarkable company will give me the chance to apply my knowledge, excel in the profession which I would very much like to be involve in and progress in my career.

PROFESSIONAL EXPERIENCE


October 2013 – February 2015
Customer Service Representative
· Handling customer service via chat /email. 
· Responsible for answering customer’s queries and questions through replying to their respective emails. 
· Greet, identify and probe customer’s reason for contact and come up with the best and quick resolution to resolve their issues over the chat. 
· Was able to handle 2 customers at the same time over chat session. 
· Is well equipped with the tools (system) the company is using to better assist customers. 
· Was able to close multiple sales for the company through upselling (educating customers of Company’s other products and services offered and giving them the best value for their money). 
My Outdesk, Inc.
June 2013 - September 2013
Virtual Assistance - Online Job – Partime
Sacramento, California, USA
My Outdesk Inc. is an online company which hires professionals suited for the job as Virtual Assistance. VA will be then selected by Realtors (USA) to work for them.
· Organized realtor’s schedule of activities/appointments. 
· Complies and consolidates contract for the buyer and realtor. 
· Post ADS/advertisements on Craigslist. 
· Compiles pictures of the house to be sold for fliers/posters and even makes Virtual tours. 
· Been researching for realtor/s names and contact information for My Outdesk Sales team purposes. 
Makati Palace Hotel, Philippines
Front Desk Officer and was promoted as PM Supervisor after 8 months onwards.
November 2010- April 2012
P. Burgos Corner Caceres Street, Makati, Philippines 
· Facilitates and manages overall Front Office Operations. 
· Makes sure that all Front Office staff were well groomed, monitored their performances, and releases monthly schedule for Front Office Department. 
· Checks daily and monthly in-house (checked in guests), monitoring daily and monthly guest rooms availability, checked in, checked out and out of orders for reports. 
· Handles guest’s complaints and making sure to give each and every hotel guests the best and personalize service. 
· Processed checked in and checked out of the hotel’s guest rooms, and doing daily cashier’s report for accounting purposes. 
· Had gained 50-90% target (daily and per shift) by accommodating walked in guests and convincing them to choice our hotel as their place of accommodation. 
Centennial Resort Hotel and Convention Center
November 2006- March 2007
Front Desk Officer
Jaro, Iloilo City , Philippines 5000
· Meet and Greet with hotel guests. 
· Accommodates and handling customer’s query with regards to hotel guest rooms with their tariff rates. 
· Assist in hotel guest checked in and checked out process. 
Nuance Watsons Ptd. Ltd (Int’l Practicum)
January – July 2006
Customer Service Representative
Terminal 2, Changi Airport, Singapore
· Meet and Greet. 
· Assist and accommodates customers while entering the shop, making sure that the customers will be able to get the specific items they wish to purchase. 
· Offers new products. 
· Had able to attain monthly target given by company. 

EDUCATION

	Bachelor of Science in Tourism
	SY: 2002 - 2006


Central Philippine University, Jaro, Iloilo City, Philippines 5000

SKILLS

· Proficient and well-versed in Microsoft Office. 
· Tools in troubleshooting internet connection (Grandslam & Einstein) 
· Knowledge in Fidelio (hotel software) 

REFERENCES

· Available upon request 
