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PROFILE

Seven years of highly experienced in Customer Service, Administration, Logistics and Hospitality Industry. Also obtain an entry level that handle a high volume of customer calls in a fast-paced environment, with minimum supervision, while maintaining emphasis on the highest quality of customer service, excellent listening skills, oral and written communication. Comfortable in interacting with all levels the organization and public. I am excellent and quick in problem solving and negotiating skills. Also able to make decisions independently and quickly with minimal escalations.
SYNOPSIS

Position                                           Company                                        Year
Receptionist/Secretary                      National Corporation for                   July 2009 - Present
                                                               Tourism and Hotel

Guest Service Agent                           Parkroyal on Beach Road                  April 2008 – October 2008
                                                               Hotel and Resort, Singapore
Administrative Support                     Department of Education                 April 2007 – June 2007
Staff
Areas of expertise
· Administrative Support

· Travel Arrangements

· Logistics
· Calendar Management

· Customer Service

· Event Coordination

· Project Management

· Business Writing & Editing

· Microsoft Office Proficiency

PROFESSIONAL EXPERIENCE
Receptionist 

National Corporation for Tourisms and Hotels

P. O. Box 6942 Airport Street, Abu Dhabi UAE

July 2009 – Present 
Client: Abu Dhabi Company for Onshore Petroleum Operations (ADCO)
Duties and Responsibilities:
· Performs Technical Officer functions:

· Provides General Administrative, business and secretarial support to the Team Leaders and other members of the organization and maintain calendar schedule, itinerary and travel.
· Improved office efficiency by creating an electronic filing system and introducing time saving measures.

· Collaborated with other departments making sure that all timesheets and other monthly reports are prepared and submitted on time without any delays.
· Handled department’s pool transport, managed driver’s itinerary and travels for work related task orders.
· Slashed department’s expense by initiating the use recyclable materials resulting to increase of creativity and productivity.
· Contributed to the preparation of presentation, memos and documents as required within Department.
· Coordinated off-site travel and appointments for Department Technical staffs who will attend business meetings and technical courses or trainings.

· Answer and respond to all internal and external Department Personnel for all incoming and outgoing calls and messages. 

· Coordinated and Liaise with other unit/department for daily routine requirements, tasks or report and helps in resolving day to day issue/problem.

· Requesting and follow up, ensuring that there are enough office supplies for the department for a smooth operation. 
Guest Service Agent                                                                                          
Parkroyal on Beach Road Hotel and Resort, Singapore

7500 Beach Road, Singapore 199591

April 18 2008 – October 16, 2008

Duties and Responsibilities:
· Completed six months of training at Executive Club Reception under Front Office Department as Guest Service Agent providing Butler Services using Opera System.

· Provided Administrative Support to the Front Office Department as when needed and requested.
· Maintained efficient communication with all related departments to ensure a smooth service delivery

· Extended personal service and attention to all guests, with particular emphasis to Orchid Club and VIP Guests.
· Maintained and up to date knowledge of the hotel and local services, supply information and respond to guest queries and promote inter-hotel sales and in-house facilities.
· Maintained and updated guest history profiles through Opera guest profile system

· Deal promptly, efficiently and pleasantly with any queries and resolve guest complaints that may arise.
· Inspected daily guest rooms and communicated with Food and Beverage team for room treatments following the set standards procedures.
Administrative Support Staff 
Department of Education

Meralco Avenue, Pasig City Philippines

April 10, 2007 – June 6, 2007

Duties and Responsibilities:
· Provided Administrative Support to the office of Undersecretary for Muslim Affairs

· Collected and coordinated data needed by the department.

· Maintained records and data, spreadsheets and setting up file, etc.

· Coordinated material or special project for assigned staff or individual which may include preparing materials/reports, distributing, editing, formatting and proofreading materials

· Obtained and gathered information for preparation of the task/report.

· Encoded and filed all incoming and outgoing for all internal and outgoing communications on fast phase basis using an enhance e-filing system.
· Prepared daily routine report required for the office.
· Answered telephone for all basic inquiries in well-mannered etiquette.

· Follow up document that needs action from other unit/department.

· Operated the photocopier, fax machine, scanner etc. as when needed or requested.
· Sorted out all incoming mails and other documents.
EDUCATIONAL ATTAINMENT

Degree in Bachelor of Science in International Hospitality Management

Major in Hotel and Restaurant Administration, Yr2008
Consistent Dean’s Lister

Lyceum of the Philippines University


Intramuros, Manila Philippines

I hereby certify that above information is true and correct. Other requirement shall be furnished upon request.
