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ANNE ELIZABETH E. ANGELES

Lot 1 Dr. Fabella st. Plainview , Mandaluyong City
Tel: 09052717991
Email: nn_angeles@yahoo.com
OBJECTIVE 
To establish and develop my passion further in the related field in General Administration, Sales and Marketing, Tourism and Hospitality, Security and Diplomatic Protocol and Events, Facilities management, protocol      in the local and  International Company  and  to enable me to use my strong organizational skills,  ability to work well with others.
· MICE ( Meeting  Incentives Conference, Events and Exhibition) – 12 years – Dubai, UAE
· Diplomatic Events and Protocol  Management -Dubai - UAE

· General Administration, Sales and Marketing,  and Branding Management – Dubai, UAE and Philippines
· Hospitality Management ( Facilities ,Logistics and Operations) – Dubai, Papua New Guinea and Philippines –
Sales and Marketing  Manager

Advent Manila Hospitality Inc, Philippines
Feb 2020 – June 2020 ( Company closed down because of the pandemic)
· Develop new markets for banquet, catering and special events among the corporate sector, government and diplomatic corps.

· Shall conduct personal client calls, presentations and familiarization tours to TOA,Media
· Maintain relationships with key accounts from government and diplomatic offices
· Act as liaison between clients and the various departments of the company with regards to the arrangement for events

· Managing 8 restaurants ( XO Heritage Restaurant and Aroz Ecija)

· Marketing function covering brand management and promotion, project management, advertising, market research, media, marketing communications, event management, and retail marketing

CATERING AND EVENTS MANAGEMENT

· Answers catering department incoming calls, document all event inquiries and maintain master event calendar. Oversees that detailed up- to-date event files are maintained and documents all conversations, orders, special requests and contracts.
· Assist with the planning and coordinating of all private member events and club events.

· Works with culinary team to plan all menus and assist with catering/club events • Holds daily staff meetings to communicate any on-going concerns or upcoming events, delegate proper responsibilities as needed. 

· Performs scheduling of staff members to ensure proper levels of service for total member satisfaction, while maintaining fiscal responsibility • Provide two way communication and nurture an ownership environment with emphasis on motivation and teamwork • Understands employee positions well enough to perform duties in employees’ absence • Monitors and maintains the productivity level of the employees • Is responsible for the layout, display and decorations of all special events and functions
Freelance Sales and Events Manager serving several Travel Agencies and Hotel December 2018 – Jan 2020
· Strategic partnership

· Prospects and develop new accounts from government and.private sector

· Travel Incentive trips conceptualization

· Events organizer (MICE) Meeting Incentive Conference and Exhibition

· PR, Branding and promotion consultancy ( Crisis management, corporate social responsibility.

Sales Manager – (MICE) – Inbound Tourism Customer services -
Asean and Australasia Countries ( China, Thailand,Singapore, Laos, Vietnam, Middle East)

HRG- Philppines- Marsman Drysdale Travel Inc

April 2015 – September 2018
· Maintain close relationship and develop strong business relationships with corporate, local government, embassies and high profile databases
· Identify and development business opportunities for the company inside and outside Philippines.
· Strategic planning and partnership
· Promote the destination in various countries.
· Develop and implement strategies in penetrating new market in partnership with the airlines and Tourism Associations in various countries.
· Prepares annual business development plan as well as annual work for the board

· Attend International Exhibitions, Roadshows overseas.

· Deals with vendors such as hotels, venues etc. ( prepares contracts and conducts ocular inspection. 

· Lead all aspects of deal execution, including prioritization of partners, transaction structuring and negotiation

· Deals with various organizations such as Associations,Universities and Government agencies.
· promoting and marketing the business, sometimes to new or niche markets.

· sourcing products and destinations to meet consumer demands for bespoke travel and sustainable tourism;

· taking part in familiarisation visits to new destinations to gather information on issues and amenities of interest to consumers;

· dealing with customer enquiries and Prepare quotations quotations; Suggest various destinations in the Philippines and other countries.
· Represents the company to local and international and local trade shows and exhibitions.
· Handles complaints, settles disputes, and resolves grievances and conflicts, or otherwise negotiates with others.

· Conducts occular inspection to various  places with clients.

· Assist in Pre and Post events functions.

· Act as Tour escort to Top VIP clients both local and international travels.

ADMINISTRATIVE,EVENTS MANAGEMENT  AND OPERATION MANAGEMENT FUNCTIONS:
· Arranged travel itineraries for VIP and Diplomatic officials such as visa, hotel , ocular inspection. Served as advance party.
· Deals with suppliers to have a negotiated pries without compromising the quality.
· Overseeing the operations for actual conference and Travels.  

· Coordinate to suppliers in terms of venue, F & B, Security and logistical aspects

· Relocation Assistance to Expats and BPO clients ( Inbound and Outbound)
· Monitor expenses and budget.

· Provide training/ guidance to staff

· Participate management meeting.
· Prepare Pre and Post event report.

· Review performance of team.
· Handles media and Press conference briefing and crisis management.
Sales and Marketing Manager 
Acting- Resort Manager ( Operations)

Tawali Resort – Papua New Guinea (www.tawali.com)
March 2013- Jun 2014
· Builds and strengthens relationships with existing and new customers to enable future bookings. Activities include sales calls, entertainment, FAM trips, trade shows, etc.

· Develops relationships within community to strengthen and expand customer base for sales opportunities.

· Manages and develops relationships with key internal and external stakeholders.

· Provides accurate, complete and effective turnover to F & B Department.
· Participation in sales calls to acquire new business and .close the transaction

· Executes and supports the operational aspects of business booked. ( generating proposal, writing contracts and customer correspondence.

· Identifies new business to achieve personal and revenue goals.

· Understand the overall market – competitors  strength and weeknes, economic trends, supply and demand etc).

Marketing,Branding and PR Functions:
· Develops marketing plan that addresses the distribution of rate offers, packages and programs designed to build occupancy.

· Maintains, updates, and manages all web sites.

· Coordinates offers and information for all publications and inserts with regard to brand loyalty reward mailings.

· Develops brochure and property collateral materials.

· Review and provides analysis on all websites and email campaign tracking.

· Manager marketing budget throughout year.

· Evaluates new marketing opportunities for the property.

· Ensures property is represented on all quality internet sites that have the potential of providing business.

· Works closely with respective  Tourism agency.

· Uses and interprets all reporting necessary for sound marketing recommendations, including but not limited to source market reports, past guest lists (utilizing leisure rate codes) and tracking.

· Reviews and provides analysis on all website and email campaign tracking, for both individual property sites as well as corporate email campaign results and Marriott.com property reports.

· Develops strategic marketing plan for property, includes group, leisure and local efforts.

· Plans and supervises all photo shoots, developing shot list while keeping goals of property and brand image in mind.

· Online Social media monitoring such as Facebook  etc..
Tawali Resort and Hotel , Alutao Milne Bay Province, Papua New Guinea (Luxury Property) 
OIC- Resort  Manager

include managing all segments of a resort, including lodging, food and beverage management, human resources, housekeeping, attractions, and guest services. in charge of employees, finances, customer service, promotions, and quality control.. Welcomes Guest And assist during conferences and boat trip.
· In charge of the overall operations of the business in the absence of General manager.

· Overseeing divisions such as Food & Beverage, Room Division on occupancy, Sales & Marketing, Customer Service, Security, Maintenance & Upgrading, Membership Management, Public Area on display

· Providing leadership, guidance, motivation and direction to the management team to bring about the highest quality in standards and services

· Ensure good safety practices of employee and guest assisting in the maintenance of proper emergency and security procedures.

· Actively manage the financial statement, reviews and critiques performance in a timely fashion.

· Review the procurement aspects of the resort .

· Conduct daily morning briefing for all the staff.

· Monitor daily costing of the resort.

June 2012 – December 2012
Camaya Coast Hotel

Hotel and Residential Logistic and Sales Manager ( Pre-Opening Team) – Consultant Project Basis
 Earth and Shore Real Estate Development Corporation, Philippines
Mariveles, Bataan  

Manage daily operations of resort including front desk, housekeeping, activities, security, maintenance and grounds. Prepare and conduct HOA Board and Annual meetings. Walk property and units and ensure highest standards of quality, cleanliness, guest readiness and company standards. Work closely with Construction Department for planning, budgeting and execution of renovations of units and common areas. Effective partnering with Sales and Marketing departments to ensure consistency and unity through all departments. Market resort effectively to drive occupancy and rental revenues while maintaining quality of product and service as expected by company and owners; review rental rates weekly and adjust as necessary.
· Responsible to develop and foster business through pro-active direct sales, marketing, telemarketing, direct mail, appointment calls and tours of the hotel. Also develops strategic action plans for hotels to drive measurable, incremental sales revenue.

· Identify areas of opportunity in performance and recommend tools and sales training to optimize performance of sales team. Additionally work with individual hotel teams to identify skill development areas and properly deploy sales and marketing resources.
· Processing of Accreditation from different government agencies.
· Identify new markets and business opportunities and increase sales.

· Represent Hotels in various events and exhibition.

· Implements all sales action plans related to my market areas as outlined in the marketing plan.

· Conducts daily sales calls and arrange site inspection trips to hotels by corporate clients.
April  2010 – August  2010  ( Temporary Project basis position)- Overseas  - UAE
 ( Abu Dhabi)- Abu Dhabi National Exhibition Center ( UAE Government)  Marketing Communications Officer/ Protocol Officer
EVENTS/PROTOCOL FUNCTIONS

· Provide Protocol services to the Secretariat and as appropriate.

· Maintain upto-date information of membership of Cabinet members, missions and delegations.

· Liaise with the host country on protocol  and other relevant matters
· Coordinate and organize opening ceremonies such as official visits, processing on reports regarding confidential matters, administration of solemn undertakings and official social functions.

· Supervise overall administration and property management function of the secretariat
January 2008 – March  2010 – UAE
Marketing and Communications Officer- Overseas
Protocol Officer

Dubai World- Palm Utilities, www.dubaiworld.ae ,www.palmutilities.ae

· Prepare Marketing Plan, forecasting and budget

· Scheduling, Planning and organizing phases of an event
· Brand strategy, including the setting of style guides, brand guidelines, brand vision and value proposition for short as well as long term

· Planning and execution of all communications and media actions on all channels, including online and social media

· Assisting with product development, pricing and new product launches as well as developing new business opportunities

· Creating and managing promotional collateral to establish and maintain product branding

· Managing the budget for advertising and promotional items

· Competitor and customer insights analysis

· Analysis of sales forecasts and relevant financials and reporting on product sales
· Prepare and distribute high quality and creative press releases for circulation to press. Following up and securing the inclusion of editorial/copy in national, local, specialist and industry press and magazines. 

· Develop and coordinate multimedia packages—letters, brochures, video, point-of-purchase displays—for particular assignments. 

· Maintaining and building contacts with the media. 

· Organizing all sponsor-related publicity materials including signage and press kits. 

· Attending and promoting client events to the media. 

· Develop draft advertising text and layouts as part of campaign materials and presents. 

· Update the website.

PROTOCOL AND CONFERENCE FUNCTIONS:

· Responsible for the preparation and servicing of Dubai Government Meetings and Conferences and ensure that the necessary logistics are in place.
· Prepare Conference badges and conduct accreditation in accordance with policy guidelines.
· Ensure that essential name plates for AU Organs, Member States and Others are sufficiently available and kept in order.
· Make the necessary arrangements for the procurement of  Member States and Portraits of Head of State and Government of Dubai members of state.

· Make appropriate hotel reservations for AU guests and participants to meetings and Conferences.

· Prepare information guidelines for delegates and participants of Meetings/Conferences on the modalities of accreditation and seating plans

· Liaise with the relevant offices of the Host Country and other partner organizations, like the UN,ECA,ADB, etc in organizing and servicing of meetings of common responsibilities
COMMERCIAL ASSISTANT FUNCTION 
· Assisting with the tender bidding( Contractor and Sub contractor)

· Implements office policies and procedures for site office staff.

· Managing site accountancy requirements and liaise with relevant staff to ensure prompt billing of all completed works

· Updating of details on Database

· Allocation of weekly and monthly staff timesheets 

· Maintain all contract records

· General Administration duties

· Diary management of Commercial Director
January 10, 2005 – December 2007 (End of Contract)- Overseas - UAE
Project – Manager   -MICE and Corporate
Incentive Production Concept- Part of Net Group of Companies leading International Tour Operator with wide presence across the MENA region as well as EU and Asian countries with extensive business network with all the players in the hospitality and travel Industries.
· Actively assist in daily sales activities within MICE segments, to include

· site inspections, sales presentations.

·  Responsible for overall project management covering planning,

· developing, organizing and implementing events.

· Act as the main contact with other affiliates on cross-market events.

· . Maintain good relationship with distributors in order to tailor-make different events for different market segments.

·  Budget management of different event projects.

· Prepare event reports and monitor event performance.

· Source and negotiate with service providers including production house,

· MICE agency, premiums.

· Responsible for the task force of event/meeting management systems.

·  Travel planning-book,coordinate to hotels,conduct ocular inspection

· Maintains and expands customer database. Identify potential new

customers and maintain good sales relationship with existing customers.

· Interface with the global group sales organization in order to quantify and track the MICE opportunity and its strategic development.

· Prepares presentation for Bidding of Dubai as  destination.
· Lead the MICE team covering all aspects of the department including; sales, proposal development, pricing, product

· and operations

· • Prepare annual strategy and budget plans for review and provide quarterly updates on progress

· • Assist in the annual budgeting and monthly forecasting process by developing and / or maintaining pipeline

· management tools and statistics.

· • To provide monthly sales and competitor report on all sales activities.

· • Act as main point of contact for VIP site inspections and familiarisation programs

· • Develop relationships with key hotel partners, venues, AV & production companies and other suppliers

· • To attend local and international trade shows, sales trips and networking events where required representing the
February 2004 – Up to December 31, 2004

Logistic/ Marketing Officer – Kuwait, Iraq, UAE
Rover Global Services ( Contractual position)
-  Subcontractor of United Nation dedicated to post conflict areas like Afghanistan and Iraq 

identifies and evaluates suppliers, arranges for transportation of purchased goods, identifies and develops strategies for addressing logistical barriers, monitors use of materials and resources, and ensures quality record keeping.

· Logistical/Facility Management: Coordinate with internal and external stakeholders. Ensure logistical contract is on schedule 
· Travel management of Foreign staff. Recruitment,payroll and facility management. 
· Monitoring the budget and expenses of the company. 
· Responsible for the overall facility such as pantry, gym, bar and front office.
· Carry out project administrative/reviews/reports/site visits. 
· International recruitment hiring process
· Prepare reports and follow ups of reports on recommendation by the MD.
· Serve as primary point of contact of Government and NGO for procedural and administrative issues.
· Administer all phases of proposal review process and assisting peer reviewers to complete reviews.
September 2000- December 2003

Travel  Account Executive

Arabian Incentive, L.L.C – A destination Management Company dealing with overseas clients.

· Designing travel packages and incentive program

· Operating ground handling of events

· Conducting site inspections trips to sell Dubai as Destination Management.

· Handling the promotional activities of the companies

· Handling conference and events.

· Dealing with press people as part of promotional activities

· Reservation and conduct ocular inspection
June 1997- June 2000
Executive Assistant to the Chairman/ HRD Officer

Yamaha Philippines (Norkis) Exclusive Distributor of Yamaha

Directly reporting to the Chairman/Owner of the company. 

· Handles media and press relation ( press conference)

· Maintains records and files regarding department administrative activities. 

· Performs a wide variety of complex, responsible, and confidential secretarial and administrative duties in support of an executive. 

· Assists in development and preparation of staff reports for submittal to the supreme Court .Proofs and compiles staff reports for quality assurance and completeness. 

· Ensures related attachments and exhibits are included. 

· Participates and assists in the administration of a department budget. 

· Monitors and controls expenditures. 

· Interprets and explains and department policies, rules, and regulations in response to inquiries. 

· Independently responds to letters and general correspondence not requiring the attention of the executive. 

· Establishes schedules and methods for office operations. 

· Implements office policies and procedures. 

· Provides follow up to assignments given to management and/or operations staff by executive. 

· Provides status reports to an executive. 

· Arranges meetings and conferences. 

· Provides secretarial/clerical support for assigned task forces, commissions, and boards. 

· Provides a high level of customer service, both internally and externally.  

· Orders and purchases supplies for administrative operations. 

· Maintains time card and payroll records. 

· Maintains personnel files and records for department personnel including employee evaluations and disciplinary actions. 

· Builds and maintains positive working relationships with co-workers, other employees and the public using principles of good customer service.

· Represents the chairman in some functions such as high-level dignitaries and diplomats, foreign investors etc.
TRANSFERRED TO MARKETING DEPARTMENT:

Marketing  Assistant to VP
- Trade marketing and Audit(1999-2001)
· Regularly gather/update valuable market information such as: competitive pricing scheme, Dealers price, Installment pricing, Competitors new products.
· Monitoring Competitors activities such as sales promotion, service campaigns, racing, motor shows.
· Anything new or unusual in the motorcycle industry such as pending laws that might affect the motorcycle industry such as mission campaign
· Trade Marketing and Audit visiting dealers in the Northern Luzon.

· Handling the Dealership aspects  and service operation. 

· Assist the VP in the preparation of the Business Plan and sales plan.

· Preparing Marketing plan.

· Doing Marketing Research and audit.
· Preparing promotional program for the company such as trade shows and    motor shows, motocross preparation, Governor’s cup.
· Coordinating with Press people for PR campaign

JUNE 1992 – 1996
JOSE RIZAL COLLEGE ( JOSE RIZAL UNIVERSITY )

Library Student Assistant

· Compiling books and handled Serial , Law section, and General Circulation

· Indexing books and newspapers

· Administrative work such as documentations, enrollment surveys to different university

· Assisting during enrollment
· Processing of logistical requirement during school events.

· Collaborate with government accreditation.
PERSONAL INFORMATION

Nickname
:
Queen

Date of birth
:
 April 20, 1976

Religion

:
Methodist, Protestant
Place of Birth
:
Manila, Philippines

Passport
:
:
SS045217


EDUCATIONAL ATTAINMENT

Hospitality Management, Events Management, Front Office Management, Food and Beverage
Hospitality Institute of America

Spanish language
Instituto Cervantes, Philippines – Spanish Language – Level 1
Masters in Business Administration

Jose Rizal University/

Philippines

Bachelor of Commercial Science major in Management

Jose Rizal University

Mandaluyong Philippines

Organization Affiliations

Young Adult Methodist Fellowship – 
Israel Chamber of Commerce

Women in Travel

Philippines National Red Cross

ABS-CBN Foundation- Outreach, rescue team

Gulf news Readers Club 

Vice President of Parents Teacher in Day care Center
SEMINARS ATTENDED

Social Media Management
SEO Management
Convention/Conference Educational Program 
Sales Management - AIM

Negotiation Skills – Ateneo Graduate School

World Class Customer Service-Yamaha Japan

Leadership Training conducted by Civil Service (Philippine Government)
Commercial Arbitration 
Government Exam Passed

Philippine National Police: June 2001

Countries Visited through work Diplomatic Visits, Trades Fairs and Exhibition:

Milne Bay Province, Papua New Guinea,United Arab  Emirates, Egypt, Jordan, Kuwait, Iraq, Bahrain, Oman, Qatar, Syria, Thailand, Laos, Vietnam, Cambodia, Singapore, Myanmar, United Kingdom, Ireland, Turkey, China, Taiwan
