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CAREER OBJECTIVE

To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.


PROFESSIONAL STRENGTHS

· Comprehensive knowledge of the techniques and processes of providing customer care services
· Possess exceptional analytical, logical and communication skills
· Results driven, self-motivated, fast learner, energetic, flexible with leadership qualities which have been exercised through experience, and adapts very easily to different environment settings, and roles
· Knowledgeable in basic computer programs such as Microsoft Word, Excel, PowerPoint, and Outlook
· Keen to details and accuracy of work
· Good work ethics


1.  Receptionist cum Travel and Tour Sales Agent
Ves Travel and Tours					June 2014 – February 2016
Capas Tarlac, Philippines

· Arranging flights, insurance and accommodation
· Operate company telephone switchboard ensuring accuracy, courtesy and efficiency in dealing with calls and taking messages
· Manage walk-in customers and handle their inquiries
· Cancellation and modification of reservation flight as requested by the passenger
· Arranging tour package                  
· Filing Documents
· Managing Financial reports



2. Admin Staff
Uplift Company 					 January 2017-January 2018
Dubai , United Arab Emirates

· Provide support to the management team within sales department
· Responsible for performing clerical duties like completing expense report or sales proposal
· Carrying out administrative task such as coordinating meetings and office communications
· Providing Financial Reports



3. Receptionist cum Travel and Tour Sales Agent
Ves Travel and Tours					March 2018- Up to Present 
Capas Tarlac, Philippines

· Arranging flights, insurance and accommodation
· Operate company telephone switchboard ensuring accuracy, courtesy and efficiency in dealing with calls and taking messages
· Manage walk-in customers and handle their inquiries
· Cancellation and modification of reservation flight as requested by the passenger
· Arranging tour package                  
· Filing Documents
· Managing Financial reports



4. On the Job Training/Manila Station Control/Airport Operation
Philippine Airlines (Terminal 2 Centennial Pasay City)	           April 2013 –May 2013
Philippines	

· Preparing of Minutes of meeting
· Monitoring the flights of Domestic/International Departure and Arrival
· Filling Documents
· Assisting passenger inquiries
· Answering phone calls
· Checking passport of passenger arrival stamp






EDUCATIONAL BACKGROUND

Bachelor of Science in Tourism   					                   2010 - 2014
Major in Travel and Tourism Management 							
Jose C. Feliciano College Foundation  Philippines                                                                                                                                         

Professional Education
 Dominican College of Tarlac 					                    2019 -2020

TRAININGS and SEMINARS

· Restaurant Tour and Seminar (March 2012)
· Seminar Workshop Front Office Procedure (September  2012)
· Global Trends in the Industry of Tourism Management (September  2012)
· Contemporary Marketing (September 2012)
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