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OBJECTIVE
To obtain a part in organization which will utilize my existing skills and experience while enabling. Further personal development, offering a rewarded long term position, with a challenge in return of my dedication.
WORK EXPERIENCE

Receptionist 
Holy Trinity Pension House
Pob. Talibon, Philippines


April 2010 –September 2013
Duties and Responsibilities
· Reservation Officer-     Booking reservation

· Front Office Staff   -    
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.
SKILLS & ABILITIES
· Willing to try new things and interested in improving efficiency on assigned tasks.
· Ability to work in a Team Structure
· Ability tobtain and process Information
· Proficient in Microsoft Office, Excel, etc.
· Have proven record of reliability and responsibility.
· Able to meet deadlines in even fast-paced, high stress situation
EDUCATIONAL BACKGROUND
                  Bachelor of Science in Social Work
SOUTHWESTERN UNIVERSITY

     June 2006 - March 2010
Cebu City, Cebu, Philippines

	
	
	
	PERSONAL INFORMATION

	Age
	
	:
	25 y.o

	Birth date
	
	:
	     December 11, 1989

	Birthplace
	
	:
	Talibon, Bohol, Philippines

	Citizenship
	
	:
	Filipino

	Religion
	
	:
	Roman Catholic

	Civil Status
	
	:
	Single

	Height
	
	:
	5’1”

	Language Use
	
	:
	English, Tagalog

	
	
	
	

	
	
	
	


I hereby certify that all above information are correct to the best of my knowledge and abilities.
