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ROVELYN V. GUZMAN

Al Buhairah Sharjah 
United Arab Emirates
0971504728917
rovelynguzman@yahoo.com

OBJECTIVE: 
To work as an Administrative Assistant using detail orientation, excellent organization skills and ability to manage priorities targeted at managing smooth office operations.

To contribute the skills and knowledge acquired in the field of Hotel and Tourism Management and related work experience to your company by working efficiently and effectively.

[bookmark: _GoBack]AREA OF EXPERTISE:	
· Customer relation and support.
· Computer Literate preferably MS Office Applications, Internet.
· Knows how to handle pressure with professionalism.

WORK EXPERIENCES:
Secretary/Receptionist
Insurance Services
Al buhairah - Sharjah, Uae
May 2015 to Present

	Duties:
· Answer Telephone calls for the purpose of transferring calls or responding to clients inquiries.
· Deal with the walk-in clients.
· Send E-mails and message as per request of the mngr.
· Arranged Schedule, call and send e-mail to applicants for Interview.
· Make Quotations for Insurance
· Checking if the customer’s detail is correct in the system.
· Perform Secretarial and Clerical functions like (filing documents, data entry, encoding, copying, faxing, and scanning) for office operations.
· Receives variety of items like (mails, special delivery, supplies, etc.)
· Call the clients for some reminders for renewal.
· Checking data entries of clients details every day.
· Issuing and releasing insurance policy.

Office Administrative Assistant
Local Government Unit - City Tourism Department
San Vicente, City of Ilagan, Isabela
January 2014 to March 2015

Duties:
· Writing reports and making itineraries.
· Promoting local tourism spots and destinations.
· Guiding visitors and giving instructions.
· Provide support services covering all areas of basic administration necessary for the operation of the department and its management team.
· Ensure that expenses claims forms submitted by office staff are attached with original receipts and approved by the Tourism Manager. Make sure that copies are kept on file for easy monitoring.
· Maintain all staff records are up-to-date to ensure administration related duties are completed.
· Compile Monthly Review Report and distribute accordingly.
· Perform other related duties that may be assigned from time to time.





Receptionist
Limajoy Hotel and Convention Center 
Baligatan, City of Ilagan, Isabela - Philippines
May 2013 to December 2013
Duties: 
· Welcomes visitors by greeting them in person or in the telephone, answering and or referring inquiries, giving instructions to the guests.
· Maintains security by following procedures, monitoring logbooks, issuing visitors badges.
· Deliver excellent customer service, at all times.
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail.
· Administer all reservations, cancellations and no-shows, in line with company policy.
· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities.
· Fulfil all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Provide reports, as required, for housekeepers and management.
· Arranged schedule for applicant’s interview.
· Make a call for applicants.
· Review Applicants CV to evaluate if they meet the position.
· Always adhere to all company policies and procedures and licensing laws.

SEMINARS AND TRAININGS ATTENDED:
HOTEL AND RESTAURANT ON THE JOB TRAINING
Holiday Plaza Hotel 
Blumentritt Street, Tuguegarao City, 
November 13- December 13, 2012
ACTUAL SHIPBOARD TRAINING
Oceanlink Institute
Parkview Plaza, Kalaw Cor. Taft, Ermita, Manila
May 9-14, 2012
TRAVEL AGENCY AFFILITION
Travel Access Tours & Services
Rm.201, Franca Arcade, 63 Malakas St.V. Luna Q.
May 14 2012 to June 5, 2012

EDUCATIONAL ATTAINMENT:
Tertiary		:	Bachelor of Science in Hospitality and Tourism Management
			University of Saint Louis – Tuguegarao Campus
			Tuguegarao City, Cagayan
			2009 - 2013

High School	:	Ilagan Sports High School
			San Vicente, Ilagan City, Isabela
			2005 -2009
			With Honors

Elementary	:	Baligatan Elementary School
			Baligatan, City of Ilagan, Isabela
			1999-2005
			With Honors

CHARACTER REFERRENCES:
Available upon request.

I HEREBY CERTIFY that the above information’s are true and correct to the best of my ability




ROVELYN V. GUZMAN
              Applicant
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