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OBJECTIVE:
Toobtain a challenging position which would allow me to utilize my current skills to assist in advancing a business that offers a stable employment opportunity. 

Eager to learn new skills and business and technological advancements.
SKILLS

· Computer Literate with proficiency on Microsoft Excel and Word.
· Has the ability to collaborate and build good interpersonal relationships with people of all levels of the organization. 

· Reliable and focused
· Efficient, hardworking and flexible
· Can work under pressure and minimal supervision

WORK EXPERIENCE
CITADEL HOLDINGS(www.citadel-inn-makati.com)
Makati City, Philippines

May 20014 – February 2015

CITADEL INN MANAGEMENT CORPORATION
September 2014- February 2015

Front Desk Agent (Receptionist)

Main Responsibilities 
· Register guests and assigns rooms. Accommodates special requests whenever possible.
· Assists in preregistration and blocking of rooms for reservations.
· Thoroughly understand and adheres to proper credit, check- cashing, and cash handling policies and procedures.
· Understands room status and room status tracking.
· Knows room locations, types of rooms available, and room rates.
· Uses suggestive selling techniques to sell rooms and to promote other services of the hotel.
· Coordinates room status updates with the housekeeping department by notification housekeeping of all check outs, late checkouts, early check-ins, special requests, and day use rooms.
· Possesses a working knowledge of the reservations department. Takes same day reservations and future reservations when necessary. Knows cancellation procedures.
· File Room keys
· Knows how to use front office equipment.
· Process guest check-outs.
· Performing cashier related functions like posting charges to guest accounts, raising paid out's.
· Follows procedures for issuing and closing safety deposit boxes used by guests.
· Uses proper telephone etiquette.
· Reads and initials the pass-on log and bulletin board daily. Is aware of daily activities and meetings taking place in the hotel.
· Attends department meetings.
· Reports any unusual occurrences or requests to the manager or assistant manager.
· Knows all safety and emergency procedures, is aware of accident prevention policies.
· Maintains the cleanliness and neatness of the front desk area.
· Understand that business demands sometimes make it necessary to move employees from their accustomed shift to other shifts.
Night Auditor
Main Responsibilities

· Posts room charges and taxes to guest accounts.
· Processes guest charges voucher and credit card vouchers.
· Posts guest charge purchase transactions not posted by the front office cashier.
· Transfer charges and deposits to master accounts.
· Verifies all account postings and balances.
· Monitors the current status of coupon, discount, and other promotional programs.
· Tracks room revenues, occupancy percentages, and other front office statistics.
· Prepares a summary of cash, check, and credit card activities.
· Summarizes results of operations for management.
· Prepare of End of day procedure.
· Run end of day process in property management software (PMS).
· Understand principles of auditing, balancing, and closing out accounts.
· Knows how to operate PMS, typewriters, and other front office equipment’s.
· Understand and knows how to perform check-in and check-out procedures
MAKATI PRIME CITADEL INN
Telephone Operator

May 2014- September 2014
Main Responsibilities
· Answers incoming calls
· Directs call to guest rooms, staff, department through PBX system
· Places outgoing calls
· Receives guest messages and deliver the same to the guest
· Logs all wake-up call requests and performs wake-up call service

· Provides information about hotel services to guest

· Assists in reporting telephone equipment’s or service complaint

· Must be polite and courteous while answering phone

· Trains or assist wit training new telephone operators in performance of job duties

· Knows what action to take when an emergency call is required
· Keeps record of calls placed and received by all departments and guests

TRAININGS / SEMINARS ATTENDED:

Various Cities in the Philippines
· On-the-job-training ( Hotel 720 Hours)

Citadel Inn

Sales & Marketing, Accounting, Executive Office and Housekeeping Department 

Jan 2- April 5, 2014

· On-the-job-training (530 Hours)

Sumo Sam Legacy

April 25 – July 31, 2013

· MacroAsia Catering Services: 

A Closer Look at In-flight Catering Operations

NAIA, Pasay City

September 12, 2013

· Banquet Service: Total Quality Management 

Intercontinental Manila

August 31, 2013

· Food and Beverage-Barista

Astoria Plaza

August 13, 2013

· Dualized Training Program  Western Cuisine
Astoria Plaza                                              



December 3-10, 2012

· Actual Shipboard Training





Oceanlink Institute, Inc.On board M/V St. Pope John Paul II


November 22-24, 2012   

· Health Education Orientation Seminar                          


Mandaluyong City Health Department  

November 13, 2012

· Dualized Training Program  Asian Cuisine
Astoria Plaza

November 2-8, 2012          

· Seminar on Molecular Bartending  and Flairtending Current Trends      
GSM Blueniversity Mixology
October 2, 2012

· Front Office Operations with Property Management System    

Astoria plaza

August 21, 2012
· Attitude, Values and Personality  Development Towards Global Competitiveness
Boni Ave, Mandaluyong City
June 16, 2012
· Resort and Hotel Seminar: Food & Beverage Operations   Bar ManagementBasic Hotel Operations
Fort Ilocandia Resort Hotel

February 12, 2012

· Dualized Training Program Food and Beverage Department     
Astoria Culinary and Hospitality Institute
January 30 – February 4, 2012 

· GSM Blueniversity Mixology Seminar

Mandaluyong City Gymnasium

November 16, 2011

· Introduction to Hospitality and Tourism Management and Familiarization Tour at Resorts World Manila
Unit 8, Second Level, Newport Mall, Resorts World Manila, Newport City,
Pasay City, Metro Manila, Philippines 

September 17, 2011

· House Keeping Procedure and Bed Making Front Office Overview
One Rizal Park, Manila, Philippines

 September 17, 2011

· Dualized Training Program
Astoria Plaza

February 14-18 2011

· Redemption of the Next Generation Seminar
 Rizal Technological University 


 October 6, 2010

· Hotel Seminar and Demonstration on Food and Beverage and Housekeeping Operations
Edsa- Shangri-La

 August 4, 2010
EDUCATIONAL BACKGROUND
BACHELOR OF SCIENCE IN HOTEL AND RESTAURANT MANAGEMENT

2010-2014

Rizal Technological University (RTU)
Boni Avenue, Mandaluyong City, Philippines
AFFILIATION
· SangguniangKabataanKagawad (Councilor – Government Youth Council)

Pasig Line,Metro Manila, Philippines
· HRM Society of RTU
Mandaluyong City , Philippines

PERSONAL DATA
Date of Birth
:      June 27, 1994
Gender
:Male
Citizenship
:Filipino
Civil Status
:      Single
