Curriculum Vitae

Rowena Porral Soria

Mphone: +66 8 7341 8676 / Email Address: <rowenaporralsoria@yahoo.com>
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MY OBJECTIVE:

To be a team leader in 3 months time.

To share my skills and knowledge to your company.

To become one of your company’s asset.

PERSONAL DATA: 

Rowena Porral Soria 

Christian / Filipino / Born 11th October 1968

Married / 5’2 in height / 50Kgs. 

Country Residence: Block 3 Lot 16/18, Wellspring Village 1 

Catalunan Pequeno, Davao City 8000

EDUCATION:

Primary




Secondary

Elementary Graduate


High School Graduate

1976 to 1981



1981 to 1985

Upper Bicutan Elem. School


Southern Rizal Institute

Taguig City, Philippines


Pateros City, Philippines

- Consistent Academic


- Science Competitor

- Honorable Mention 


- Glee Club Member

- KHK Awardee



- Peer Counselor






- Cor Ex-O ( CAT )






- Top 10 NCEE ( 97% )






Tertiary


Computer Secretarial Course


Diploma

1985 to 1987/Parananque Phils.

1987 to 1992/Manila, Phils.

Cora Doloroso 



Philippine Christian University

- Loyal Student Awardee


Bachelor of Arts in Psychology

- Best in Typing



- Thesis Average 1.75






“Concept of Marriage among Christians”

Passed/finished required practicum hours.

Post Graduate

May – Nov 2006

Theology / Aim Bible College

Davao City Phils

Special Skills/Extra Curricular:

Computer Literate (Microsoft Applications)

Can operate all modern office equipment’s

Good command of speaking & writing English language



Passed Civil Service (subpro) August 1990, 80.28 %

Psychology Association of the Philippine (adviser)

Kabataang Barangay (member 1980’s)

Recreation Committee Officer (Sunward Tech 1988-90)

Filipino Community of Thailand (Exec. Board Officer 98 - Secretary)

Knowledge in being EMCEE (Master of Ceremony)

Can teach basic English lesson (for HOTEL staffs) as Training Manager of Andaman Group

Conducted Seminar about “Food Hygiene” (13 July 2001) Thailand

President - Association of Filipinos in Thailand 01-02, Phuket Chapter

TRAININGS & SEMINARS:

In Thailand:

FROMAS – June 2009

Food Sanitation and Handling Seminar by Office of Agricultural Affairs of 

American Embassy / September 03, 99 / Phuket Arcadia Resort 

Fire & Safety Seminar by Manchester Fire Group USA

August 10, 99 / Kata Beach Hotel Phuket
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Inventory Management, Hotel Features & Contracts by Qantas Holidays

April 30, 99 / Le Meridien Phuket

Tele-Marketing - June 20 to 21, 1997 / Grand Hyatt Erawan Hotel Bangkok

ISO 9002 - June 6 & 13 & 20, 1998 / JVK International Bangkok

Sales Management - November 5 to 7, 1996

Smart Secretaries Development Seminar - January 1996

Staff Enhancement Program - November 28 & 29, 1995

Food & Beverage Service Seminar - March 12 to 13, 1994

Human Relations Seminar - February 17 & 18, 1994

Telephone Personality Development - April 27 & 30, 1993

ISO 9000 - March 8 to 15, 1992

Recreation Committee Views - September 1991

Total Quality Control - October 2 to 9, 1990

Travel Trade Attended:

TTM+09 / June 2009

IMPACT, Muang Thomg Thani Bkk
Thai Travel Thailand 

(Domestic Trade Show)

Queen Sirikit Convention Center

26-28 August 1999 / Bangkok Thailand

ATF (Asean Tourism Forum) 

Bangkok Int’l Trade & Exhibition Center 

20-26 January 2000 / Bangkok Thailand

PATT (Phuket & Andaman Travel Trade)

Phuket Arcadia Hall

6-10 December 2000 / Phuket Thailand

ATF (Asean Tourism Forum) 

Brunei Int’l Convention Center

09-16 January 2001 

Brunei Darussalam

CHARACTER REFERENCES:

Mr. Kosol Boonma / 

MD - KBS Travel & Intertrade

66 2 731 9605 to 8 / Bangkok Thailand

Mrs. Myra Gavino / 

Vice-President - Phil Asia Corporation

63 2 892 6724 - Manila Philippines

Mr. Charoong Supanpong / 

MD - The Andaman Beach Suites

66 01 897 8998 / Phuket Thailand

Park, Jeong-Tae or Kang, Suk-Don

Chairman – UPAK Pinoy Balita

82 2 462 3575 / 63 2 898 

12-19 November 2005

Busan, Korea

APEC 2005 Korea

WORK EXPERIENCES:

2009 - (present) – Sales & Product Manager KBS Travel & Intertrade

2007 – 2008 Sales Manager Diamond Cliff Resort & Spa, Phuket Thailand

2006 HR Manager Grand Men Seng Hotel Davao City, Philippines
UPAK Pinoy Balita

(media - publishes newspaper)

- Seoul Korea

Sales & Advertising Manager

02 October 03 – 20 Nov 2005

Handles all sales works and advertising section. Create, writes and edit articles for the publication. Counseling with foreign workers. Coordinating with different embassies and with local government offices such as HRD Korea, Foreign Migrants office. Visiting each different associations or organizations of foreign workers.

- Seoul Korea

Sales Executive

10 March 03 – 08 September 2003

15 October – 13 December 2002

Makes Sales/Service contacts by telephone, correspondence and outside sales calls. Prepare all proposals, contracts, letters, and sales reports in a legible, grammatically correct, professional manner.
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Club Andaman Beach Resort & Andaman Beach Suites 
- Phuket Thailand

Sales & Marketing Manager

March 01, 1999 - 13 September 2002

Handles Contracting and Negotiation with overseas agents. Do preparations of contract and sale/marketing plans such as rates or packages. Attend trade shows. Also handles all matters & concerns for Managing Director. Handles all concerns with Front Office and FB as dealing with the guests if any complains or problem arises. Responsible for hotel administration and all concerns for public and guest relations department. Do sales & marketing of the hotel and handles contracting/negotiations w/ Travel Agents. Handles also the PR department and staffs.

Diamond Cliff Resort & Spa 

- Phuket Thailand

Chief Secretary (Sales & Admin)

August 4, 1998 to February 28, 1999

Responsible for all English matters of the General Manager. Check Hotel Contract Rates and Quotations. Assist all Managers in their activities, programs and English correspondence.

KBS Travel & Intertrade 

- Bangkok Thailand

Secretary to MD

28 May 1997 to July 12, 1998 

Responsible for all English business correspondence for MD. Handles bookings & reservations and contracting with hotels and tours companies. Do & revised company profiles, agreements. Assist personnel department with their memo and activities.

In Philippines:

2 Years at Pricon Microelectronics Inc. Administrative Clerk

April 1986 to 1988

Human Relations Department

Custodian to all accountable forms and office supplies. Filing, encoding and typing of memos.

7 Years at Sunward Technologies Phil. Inc.  Recruitment Specialist

March 1988 to 1991

Human Relations Department 

Assist in all manpower sourcing. Do preliminary interviews.  Administering intelligence & psychological exams. Involved in the conceptualization process of Employee Relations activities. Drafts corporate & inter departmental communications. Newsletter contributor

Receptionist & Telephone Operator

April 1991 to 1993 / MIS Department

Entertained visitors. Handle trunk lines of telephone. Received & distribute all incoming mails & letters. Attends to the basic operation of switchboard includes receiving and transmitting of calls. 

Readrite International

Administrative Officer 

October 1993 to 1995

Office of the Division Heads

Act as an Executive Secretary of the Division Head. Arranged appointments & meetings of the head in & out of the company. Route memos, receives & transmit faxes & documents.

2 years at Phil Asia Travel
Executive Secretary to the President

September 1995 to March 1997

Top Management

Make booking, reservations to hotels and tour companies for walk-in clients. Handles & screen incoming & outgoing calls for the president. Arranged & schedule appointments in & out of the office. Take minutes of the meeting. Go with the president to his appointment if necessary.  Act in behalf of the president. Responsible for all confidential documents and information’s. 
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