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Nationality       :  Filipino

Visa status      :  Cancelled Visa
Birthday           :  23 October 1977
Birthplace        :  Mangagoy, Surigao Del Sur

CAREER OBJECTIVE:
                   It is my privilege to be employed with your prestigious company and be a part of your active manpower in order to develop my skills for personal growth and advancement. To be associated with a large and stable company where I may give a contribute knowledge acquired where my experience can be utilized for the growth and progress of the company.
JOB EXPERRIENCE:
YEAR:                                                                      COMPANY:

October 10, 2013 to March 31, 2015                                                                              

POSITION:                                       Counter Sales Clerk cum Sales Coordinator                                      
Duties and responsibilities:
· Greet customers, complete necessary rental or 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.
· Receive telephone calls and handle customer-related issues; direct other phone calls to appropriate personnel or take messages.
· Complete, review and submit various reports to supervisor.
· Maintain and update rental agreement files; contract and notify customers of overdue rental vehicles and inquire as to the expected date of return; process rental extensions.
· Business related duties as assigned depending on the company’s profile.
· Other clerical work as assigned by immediate officer.

· Balance money in counter drawers, retrieve amount of money collected during shift, complete deposit slip and place money in safe.
· Enter and maintain information in location logs.
· Maintain cleanliness of the rental office area and perform associated custodial duties.
· Complete Car exchange requests in Computer system (CARPRO).
SKILLS:

· Ability to use effective sales techniques.

· Knowledge and skill in the operation of Car reservation software (CARPRO)
·  Ability to demonstrate effective interpersonal and communication skills with customers.

· Knowledge of Car Rental or Car Leasing operations.

· Good organizational skills.
YEAR:                                                                            COMPANY:

June 15, 2013 to Sept 24, 2013                 HOLIDAY INN DUBAI - AL BARSHA
                                                     Al Barsha, PO Box 115443
POSITION:                                              Admin Assistant cum Sales Coordinator                                      
Duties and responsibilities:
· Provides assistance in keeping an office running smoothly.
· Answers phone calls and perform specific actions depending on the situation (e.g. call forwarding, answering queries, checking appointment schedule etc.)

· Opening and collecting mail and email.
· Sending out mail, emails, and packages.
· Photocopying documents, filing and faxing.
· Business related duties as assigned depending on the company’s profile.
· Other clerical work as assigned by immediate officer.

· Assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.
· Prepares and then follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.

· Efficiently respond to any online or telephone queries in a calm and friendly manner.

· Liaise between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.

YEAR:                                                                    COMPANY:

October 2009 – June 14, 2013             HOLIDAY INN DUBAI - AL BARSHA
                                                                Al Barsha, PO Box 115443 

POSITION:                                                       Reservation Agent

Duties and responsibilities:

· Provide prompt, courteous and efficient handling of all requests for guest room reservations, changes, and cancellations in accordance with established standards.

· Responds to communications from guests, travel agents, and referral networks concerning reservations arriving by mail, telephone, telex, cable, fax, or through a central reservation system.

·  Quotes room rates to Bookers, Travel Agents and Individual Guests via telephone, email and fax. 
· Creates and maintains reservation records-usually by date of arrival and alphabetical listing prepares letters of confirmation and promptly processes any cancellations and modifications.
· Tracks future room availability on the basis of reservations, and helps develop forecasts for room revenue and occupancy.
· Knows of all hotel packages plans-meaning status, rates, and benefits.
· Update availability of all distribution channels like GDS, OTA and Web booking systems.
YEAR:                                                                  COMPANY:

May 08, 2007 to October 2009                TOWERS ROTANA HOTEL 
                                                         Sheik Zayed Rd., P.O. Box 30430

                                                                     Dubai. U.A.E

POSITION:                                     TELEPHONE OPERATOR/ Switchboard
Duties and Responsibilities:

( Handle the Meridian Console
( Handle the 46 trunk lines

( Handle the external and internal calls

( Handle the guest complaint

( Handle and manage the busy switchboard

( Data Entry Reliever
( Handle outlet bookings.
( Monitor the entire incoming and outgoing international, local and international 

   Calls and fax.
( Promoting the property’s product and services (Rotana reward, outlets and room)

( Handle the fire panel and giving accurate message as to fire alarm or fire trouble to Fire Investigation Team.
( Knowledge of all information from other sister properties. (Rotana )  

( Handle the closed and open line to opera and console

( Recording and passing on accurate messages for in-house guest and senior         staffs.
( Providing high levels of customer service at all times.

YEAR:                                                                          COMPANY:

February 2005 to March 2007                     DOUBLE CHARLIE LENDING
                                                                           Davao City, Philippines

POSITION:                                               SECRETARY CUM RECEPTIONIST 

Duties and responsibilities:

( Responsible for meeting and greeting high profile clients.

( Responsible in receiving incoming calls of clients as to inquiries.

( Responsible in conducting credit background investigation of prospective

   Clients.

( Responsible in the follow-up of pending collections from clients with over

   Due accounts.

( Responsible in the documentation of loan applications.

( Responsible in filing the documents in an orderly and systematic manner.

TRAININGS ATTENDED:                                   SKILLS:
Fidelio Training                                    Hospitality knowledge

Fire Training                                        Customer oriented
Opera training                                     (Ms Word, Excel, Power Point, 
                                                          Outlook, Fidelio and Opera)
Red Cross Training                               Basic Life Support/CPR
Caregiver Course                                  6 Months Complete Course

EDUCATIONAL BACKGROUND:
ELEMENTARY                        Southern Christian College

                                                Midsayap, Cotabato

                                                1984 – 1990

SECONDARY                          Southern Christian College

                                                Midsayap, Cotabato

                                                1990 – 1994

TERTIARY                              Notre Dame of Midsayap College

                                                Bachelor of Science in Commerce

                                                Major in Banking & Finance

                                                Midsayap, Cotabato

                                                 2000 - 2004                              

  I hereby certify that the given information above is true and correct to the best of my knowledge.

