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OBJECTIVE

A challenging position in an organization that will benefit from my initiative, capabilities and contributions, I am especially interested in any position where acquired skills and knowledge will be utilized towards continued growth and advancement.
WORK EXPERIENCE
Receptionist

Paradise Garden Resort Hotel and Convention Center

Boracay Island, Philippines

November 2013-November 2014

· Receive reservations via fax, email and phone calls.

· Take guests' details and allocate their rooms.

· Arranged transport (such as airlines, bus companies and rental car agencies).
· Inform guests of the hotel/motel's services and facilities, policies and procedures

· Deal with inquiries and requests from guests.
· Arrange accommodation for guests travelling to other destinations.

· Place guests' possessions in a safe if requested.

· Follow in-house procedures to help ensure the security of guests and employees.

Sales Representative/ Customer Service
Globe Telecom

General Santos City, Philippines

March 2009-October 2010
· Accept calls for customer queries/network problems.

· Responsible for accurate and timely preparation of billing invoices.

· Serves as primary contact of billings.

· Recommends payment arrangements for unpaid customer balance.

· Performs basic billing collections and follow-up activities.

· Compile documents and records, such as purchase orders/delivery receipts.

· Provides quality/exact information to the customer in terms of company’s products.

· Responsible for checking customer’s data information in the system.

Sales Associate

Ever Bilena Cosmetics

Tacurong City, Philippines

April 2008-January 2009

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service.
· Maintain an awareness of all promotions and advertisements.
· Assist in floor moves, merchandising, display maintenance, and housekeeping.

· Assist in processing and replenishing merchandise and monitoring floor stock.
· Communicate customer requests to management.
· Assist in completing price changes within the department.
· Participate in year-end inventory and cycle counts.
· Assist in ringing up sales at registers and/or bagging merchandise.
TRAININGS ATTENDED

· Food and Beverage Services NC II


Date Conducted: March 2009

· Commercial Cooking NC II


Date Conducted: October 2009

· Bartending NC II




Date Conducted: March 2010

· Housekeeping NC II



Date Conducted: October 2010

· Tour Guiding NC II




Date Conducted: March 2011

· Driving NC II




Date Conducted: September 2014

SPECIAL SKILLS

· Excellent communication skills in English language both verbal and written.

· Compassionate and disciplined professional.

· Computer literate, can manipulate Microsoft office/excel application and internet 

navigation.

· Can manage work in minimal supervision.

EDUCATION

TERTIARY


Bachelor of Science in Hotel and Restaurant Management

Notre Dame of Tacurong College

Tacurong City, Philippines

S.Y 2013-2014

Bachelor of Science in Nursing

Davao Doctors College

Davao City, Philippines

S.Y 2007-2009

PERSONAL INFORMATION

Age

:
24
Civil Status
:
Single

Visa Status
:
On Visit Visa









