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Profile
Motivated andself-drivenprofessionalwithexperienceinthe fieldofCustomerService,Receptionist, Ticketing, Hospitality, Telemarketing andSales.
Experience
Customer Service Associate/Receptionist

ACQUIRE ASIA, MANILA,PHILIPPINES— 2014-2015
Workedwithaportfolio ofdelinquentaccountstoassistintheirinquiries, complaints,billingquestionsandpayment/extensionservicerequests
•Resolvedescalationcalls
• Followeduponclient'sbillingdisputes.
•Kept companyanddepartmentgoalsinline eachmonthby settingup paymentandsettingupforbearanceagreementsoverthephone
• Providedcustomerswithloan payoffs, accountbalances,amountdueon
loans,and generalquestions
• Collectedonvariousfirstparty creditaccounts
• Negotiatedpaymentsand settledaccountsonbehalfofcompany
• Performeddeskreviews eachmonthto ensurecollectiongoalsand deadlinesweremet.
• Preparedmonth-endreportsasneeded.
TRAVELCONSULTANT-VIRGINAUSTRALIA MANILA,PHILIPPINES-2012-2014
Specializedincoordinatingandbookingtravelarrangementsforindividuals,
groupsandbusinesses.
•Assistclients infindingtravelpackagedealsfortheirneed
• ObtainsclientinformationandmakingthenecessaryrecordsintheSabre
AirlineTicketingSystem
• Maintainsand improvesquality  of  customerservicestandardsand guidelines
• Arrangesreservationsandroutingforpassengers
•Assistspassengersregardingtheirflightdetails,schedules,andpolicies
•Aidclients withreservations,transfers,changes,andcancellations
•Book domesticandinternationalreservationsfor air travel, rail tickets, hoteland carrentals
• Securenewclientsales andretentionthroughcustomer serviceprovided
•Stayeducatedonairlinerules,regulationsandcurrentaffairs

ADMINISTRATION/FRONT DESK ASSOCIATE,BORACAYREGENCYBEACH RESORT, PHILIPPINES-2010-2012
Responsible for handling frontreceptionandadministrationduties. 
• Managereservations
• Handlesguestcheckinsandcheck-outsappropriately
•Makereservationsoverthetelephone,throughemailsandinperson
•Answer queriesregardingthe hotel’s services, charges,diningfacilities, sportsfacilitiesandtraveldirections
•Refer  guests toappropriate departments to  resolve complaints  or providesuggestions
• Computebillsandtakepayments
• Provideguestswithdirectionsaroundthehotel
• Contacthousekeepingand maintenancedepartmentswhenaproblemis reported
• Ensurethatguestsaresatisfiedwiththeroomsallottedtothem
• Balancecash atthe endofthe shiftandgenerateaccountingreportsfor thebenefitofthenextshift
CUSTOMERSERVICEASSOCIATE-ETELECARE PHILIPPINES,2006-2008
Soldtransportation, lodging, andadmission to entertainmentactivities  to individualsandgroupsplanningtrips.Oﬀeredadvicesondestinations,plan tripitineraries,and make travel arrangements forclients.
•Arrange travelforbusiness and vacationcustomers
•Determinecustomers’needsand preferences,suchasschedules and costs
•Planand arrangetourpackages,excursions,and daytrips
•Findfareand scheduleinformation
•Calculatetotal travelcosts
•Bookreservationsfortravel, hotels,rental cars,and special events,suchas tours and excursions
•Tellclients aboutwhat their trip willbe like,includinggiving detailson requireddocuments,suchaspassportsorvisas
•Giveadvice aboutlocalweatherconditions, customs, and attractions
•Make alternativebookingarrangementsifchangesarise beforeorduring thetrip
Education
MiriamCollege(2000-2004)
Bachelor ofArtsMajor in CommunicationArts
Dean’s Lister  
Skills
•  Proficient in MicrosoftApplications.
• Knowledgeablein OperaHotelSystems,SabreAirlineBookingSystem
• Fast-learner,team player,andcaneasilyadapttochanges andnew situations.
• Goal-drivenleaderwhomaintains aproductiveclimateandconfidently
motivates,to meet theperformancestandards.
• Knownfortheabilitytoeducatecustomersresultingtotheir satisfaction, retentionandincreasedsales.
•  Proficientoralandwrittencommunication skills in Englishand Filipino.  
References
Professionalandpersonal referencesareavailableuponrequest.


