ESMERALDA
Esmeralda.895@2freemail.com 
_____________________________________________________________________________

PERSONAL DATA
NATIONALITY

:
Filipino

LANGUAGE

:
English & Tagalog

CIVIL STATUS

:
Married

BIRTHDATE 
          :
April 4, 1976

VISA STATUS

:
Visit Visa

WORK EXPERIENCE

TOYLAND




       



Aug. 2005 - present 
Quezon City, Philippines

Sales Executive

· Supervise the subordinates with their specific task

· Maintains good rapport and public relations with the customers

· Assist to different clerical works

TRAVELERS INN HOTEL






July 1998 - Aug.2005 Makati City, Philippines

Receptionist

· Handling room reservations

· Maintains good rapport and public relations with the guests

· Prepare documents upon arrival and departure of the guests

· Prepare various clerical works, fax, computer, photocopy and etc...

· Prepare sales report and occupancy report

· Monitor the unpaid bills of the guest

· Handling guest complaints
 

Telephone Operator

· Receiving and transferring all incoming calls

· Placing international and national calls

TOYOTA MOTOR PHILIPPINES





Sept. 1997 - July 1998

Laguna, Philippines

Staff Assistant
· Monitored vehicles delivered and released from the plant

· Prepare forms and other related documents

· Assist to different clerical works

JOLLIBEE FOOD CORP.






April 1996 -  Sept.1996

Quezon City, Philippines

Service Crew

· Responsible in taking orders promptly and collecting payments

· Prepare orders and serves them quickly in the counter

· Maintains good working relationships with supervisors and colleagues

KENTUCKY FRIED CHICKEN





Feb. 1995 - July 1995

Mandaluyong City, Philippines

Service Crew

· Responsible in taking orders promptly and collecting payments

· Prepare orders and serves them quickly in the counter

· Maintains good working relationships with supervisors and colleagues

EDUCATIONAL ATTAINMENT
Tertiary
:
BACHELOR IN BUSINESS ADMINISTRATION


Major in Management



Polytechnic University of the Philippines



Manila, Philippines      1993-1997

Secondary
:
IMMACULATE CONCEPTION COLLEGE



Batangas, Philippines   1989-1993

Primary
:
IMMACULATE CONCEPTION COLLEGE



Batangas, Philippines   1983-1989

PROFFESIONAL ASSETS

· Knowledgeable in various windows based applications (MS Word and Excel)

· Good communication skills

· Responsible, hardworking, fast learner, honest, willing to work on long hours and ability to get  along with others
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