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POSITION APPLIED: Administration / Front Office / Customer Service / Office Staff
OBJECTIVE: To secure a promising position that offers both a challenge and a good opportunity for professional and personal growth. 

STRENGTH OF QUALIFICATIONS:  

· Fluent in English language both oral and written

· Possess strong and confident interpersonal skills
· Young, dynamic, motivated individual and can work under pressure with less supervision
· Optimistic and professional in dealing with everyday endeavors
· Clever and can comprehend easily
· Cooperative and good team player


EDUCATION:
Bachelor of Sciences Major in Hotel and Restaurant Management (2005-2006)

Lyceum Subic Bay, Subic, Philippines.

Note: Satisfactory academic grades and records.

Master of Arts and Sciences Major in Political Science (2002-2004), 

University of Santo Tomas, Manila, Philippines.

Note: Complied all academic subjects with satisfactory grades working on thesis proposal.

Bachelor of Laws (Ll. B), Faculty of Civil Law (June 2001-March 2002), 

University of Santo Tomas, Manila, Philippines.

Bachelor of Arts and Sciences Major in Political Science (1997-2001), 

Far Eastern University. Manila, Philippines.

Note: University Scholar (June 1999-March 2000). Graduate Batch 2001.

WORK EXPERIENCE:

· Operation Assistant - Usher and Projectionist

Grand Cinema formerly ALMASSA Cinema


Buhaira, Sharjah UAE – May 2006 

Duties and Responsibilities:

· In-charge of the security within the cinema

· Assist and guide the guests to respective cinemas

· Provide right information to guests in case of queries

· Report immediately to the supervisor any problems that beyond control

· Check every cinema for possible belongings left by the guest after every movies

· After checking inform the housekeeper for cleaning

· Check the Air Condition regularly  

· Maintain order and cleanliness within the cinema

· Promote advertisement of scheduled movies to public viewers

· Telephone Operator cum Front Desk Personnel

By The Sea Hotel and Resort


Subic, Philippines, February – May 2006 

Duties and Responsibilities:

· Answers incoming calls promptly using the standard greeting indicated by the absolute service standards.

· Understands and use the information program of the computer in order to answer internal calls from guests using guess’s name and to connect incoming calls with highest efficiency.

· Aware of all hotel facilities, service, outlet timing, location and etc., and to use this information to provide answers to the guest queries immediately.

· Write down messages accurately, repeating them when necessary and ensuring that they are immediately dispatched within 15 minutes maximum to the guestroom.

· Prepares wake up calls sheet and handle wake up calls accurately.\

· Telephone, telefax (official, guest and staff) to be entered correctly on the summaries and to check the overseas calls at the end of the shift.

· Reports guest complaints encountered to the Duty Manager.

· Works closely with other department to keep all information to be updated with all hotel facilities, working hours, all special events, promotions and functions taking place in the hotel.

· Provide excellent service to the callers by voice and tone as it sells the impression of the hotel.

· Administrative Staff – Collection and Liaison Officer

Titan Builders, Construction and Supply

Zambales, Philippines – 2001-2006

Main duties and responsibilities:

· Oversees and coordinates office administrative procedure and evaluate, review and implement new procedure

· Administer policies and procedures related to the release of records in processing requests under company’s access to information

· Assist in the coordination of administrative procedures such as budget submission, contracts administration and work schedules

· Compile, verify, record and process applications, licenses, permits, contracts, registrations, requisitions, and other forms and documents in accordance with established procedures and schedules, using computerized and processing system

· Examines and verifies accuracy of work and authorize routine payments, credits, deposits and withdrawals.

Other duties and responsibilities:

· Attend meetings and seminars on behalf of the company
· Issue documents related to accounts such as invoices, account statements and other financial statements using computerized and manual system
· Reconcile transactions such as accounts receivables and collections with the company’s records against the clients records
· Answers correspondence, prepare reports and maintain records and files related to collection work
· Recommends legal action or discontinuation of service in case where payment is not forthcoming and issue demand letters if necessary
· Processes incoming and outgoing mail, manually or electronically
· Sends and receives messages and documents using fax machines or electronic mail
· Photocopy and collects documents for distribution, mailing and filing. 

· Desk Personnel – Presidential Anti-Organized Crime Commission

Malacanang Palace San Miguel, Manila Philippines

October 1999-March 2000

Duties and responsibilities:

· Requests for initial information, like name, residence, age, etc., of the clients or claimants necessary to the operation

· Log in all information and operation of the day for record purposes

· Forward records to the commanding officer for immediate solution

· Photocopy and collect records of operation

· Answers phone and fax machine. 

TRAININGS AND SEMINARS:

 “H.R.M. / Tourism Academic and Skills Olympics”

Hotel and Restaurant Students Organization

Lyceum Subic Bay, Subic, Philippines

Ranked 1st in the Cookies Making Competition - February 11, 2006

” A Hotel and Restaurant Management Workshop and Culinary Skills Competition “

Council of Hotel and Restaurant Educators of the Philippines (COHREP) Region 3

Gastronomia 2, Holiday Inn Hotels and Resorts Clark Pampanga, Philippines - January 17, 2006

“Philippine-Germany Relations”, Ambassadorial Lecture

Tanghalang Terisita Quirino

University of Santo Tomas-Graduate School - March 11, 2003

“Philippine-Chinese Taipei Relations”, Ambassadorial Lecture

Tanghalang Terisita Quirino

University of Santo Tomas-Graduate School - March 5, 2003

“Senatorial Lecture”

Sen. Raul Roco, Sen. Rodolfo Biazon and Congressman Benigno Aquino Jr.

Far Eastern University- Auditorium - February 2000
“MRP Orientation Workshop”

Department of Interior and Local Government-National Police Commission

National Library Auditorium, Makati City - October 1, 1999

“BUNYI: Pagdakila sa Ama”

Interschool Congress on God the Father

De La Salle University-College of Saint Benilde - August 25, 1999

RELATED SKILLS:

Computer:

Operating System: MS DOS, Microsoft Windows, Microsoft Office Word, Power Point, MS Excel.

General: E-mail, Internet.

Languages: Fluent in English and Tagalog.

Other Skills: Driving skills, baking, food processing and Hotel’s Front Office operations.

PERSONAL DATA:

Date of Birth 
: May 13, 1980

Place of Birth
: Negros Occidental, Philippines

Nationality
: Filipino

Marital Status
: Single

Visa Status
: Visit Visa    

