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Contact # +821025407661/+82638537661
Email Add: gonzalesannalou10@yahoo.com


OBJECTIVE
To continue developing the work experience in a prestigious organization for a clear career path, which is already backed up with good experience in well reputed organizations. Desiring a challenging position in an organization that is progressive and dynamic to which the knowledge and experience earned by me shall be valuably added, subsequently ensuring the enrichment of my present values.
PROFESSIONAL EXPERIENCES
Ramada Palace Hotel, Bahrain (August 2007 to April 2010)
FRONT OFFICE ASSOCIATE   
· Performed Check in/ Checkout process

· Check all arrivals and ensures that room blocking are made in accordance to guest’s preferences and ensures that registration cards are prepared with corresponding inserts.

· Handling transportation for residents, guest and VIP’S as required.

· Hand over full shift activities to the next incoming shift.

· Handling telephone inquiries.

· Take care of all reservation and bookings inquiries.

· Anticipates bulk check-in and ensures that everything goes smoothly and accurately.

· Skills in up selling the rooms and other hotel facilities.

· Deal with clients, visitors & delegates in the office & maintain corporate relations.

· Maintain database of clients and prospective customers for future reference.

· Attend to clients grievances; direct them to the concerned person for resolving their grievances.

Ensure that the enquiries are handled carefully and met effectively.

· Regular follow up with customer for taking feedback; develop excellent rapport with same. Maintain client relations and provide good customer service.

Fiesta World Mall, Philippines (August 2006 to June 2007)

SALES EXECUTIVE
· Open the shop before mall hours

· Briefing  to all staff to set the goal for the day

· Check all the products ensure that all are in good condition.

· Assist customers and demonstrate the functions of products.

· Provide customers with product and service information.
· Making daily/weekly report sales

· Daily, Weekly and Monthly inventories.

· Handling Cash on Delivery when required

· Attends customers complaints, resolve the problem concerning with the product, follow up with managers and maintenance department. 

· Coordinate with supervisors and managers to ensure to reach the quota in a month.

· Handling telephone inquiries /Telemarketing as well if it’s needed.
River of Life Learning Center, Philippines (June 2004 to December 2005) 

ELEMENTARY TEACHER 

· Prepare lesson plan for everyday teaching

· Create visual aids to help student understand the lesson

· Performed evaluation to know the outcome of the lesson to the students

· Compute and tally the scores of evaluation (e.g. test papers and report card)

· Counseling and discipline students 

· Weekly report to the head of the department to know the problem encountered by students, parents, and staffs to avoid difficulties in future.

· Involved students into different activities to enhance their creativity and cognitive skills. 

· Manage monthly meetings for parents to informed the performances of the students and let them involved to school activities.

SKILLS / INTEREST

Literacy in the use of Computer Software (Microsoft Office e.g. Ms word, Excel, PowerPoint, Internet Surfing etc.) 
Have a good knowledge of IDS, Hotpack, and Irish Property Management Systems used in Front Office Applications.

Sketching, drawing, culinary arts, flower arranging, table settings, handicrafts making
EDUCATIONAL ATTAINMENT                   
Philippine Normal University                                                                 

Course: Bachelor of Science in Secondary Education                            2000 - 2004
Mandaluyong Manpower Development Center (TESDA)

Course: 6 months. Hotel and Restaurant Management                          2002
Tala High School                                                                                    1996 - 2000
Star Elementary School                                                                          1991 - 1996
TRAININGS/ AWARDS RECEIVED

Leadership Award 2001 Kawan Leadership Organization, Philippine Normal University

3rd place On the Spot Cooking Contest, July 18, 2003 Department of Allied Sciences, PNU Manila                                                                        

BAKING DEMO August 20, 2003 Antonio Pueo Incoporada, PNU Manila

FLOWER ARRANGEMENT November 22 2003 Philippine Trade Center, Roxas Blvd. Pasay Manila     

REFERENCES     
  (Upon Request)


  I declare that to the best of my knowledge and belief, all particulars I have given are complete and true. And if I get the opportunity to work in your organization, it is my privilege to prove my capabilities and knowledge’s.
