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WORK EXPERIENCE:

Xclusive Maples Hotel Apartment


Front Office (Team Leader)
Mankhool Area, Bur Dubai, Dubai


June 11, 2011 up to present

DUTIES AND RESPONSIBILITIES

* Meets and greets each guest who are coming in and out of the hotel

* Responsible for check-in and check-out of the guest

* Monitoring of guest bills and other payment

* Answers telephone inquiry

* Responsible for guest queries, complaints or any other issue

* Resolving guest complaints

* Responsible for daily DTCM Reports as well as DTCM Monthly Report

* Monitoring and updating online bookings. 

* Basic knowledge of night auditing.

* Checking of E-mails from time to time

* Resolve all the pending handover given by previous shift
* Proper handling of guests parcels – making sure that it will be given to the right person

Chelsea Garden Hotel Apartment


Front Office Assistant
Discovery Gardens Dubai UAE


Dec. 2008 – June 06, 2011
Chelsea Garden Hotel Apartment


Waitress
Discovery Gardens Dubai UAE


Oct. 2008 – Dec. 2008

Tropicana Castle Resort Hotel


Secretary cum Receptionist 
Puerto Galera, Or. Mindoro

Philippines





Oct. 5, 2005 – Sept. 2009

DUTIES AND RESPONSIBILITIES

* Attend to all the guest needs

* Answers telephone inquiry, assist walk in guest

* Monitoring of bookings and all the bills of the guest

*Answering of E-mails with regards to bookings and inquiry 

* Writing E-mails in Deutsch even in verbal way
EDUCATIONAL ATTAINMENT:
TERTIARY





University of Manila

March 1997





B.S. Hotel and Restaurant Management








Sampaloc Manila Philippines

ATTITUDE:  punctual, fast learner, trustworthy and hard working

SKILLS:

Computer Literate (Excel, Word, Outlook, Power point) 




Knowledge of IDS and Prologic System (Front Office System)
Knowledge in Food and Beverage Service

Internet Surfing

Deutsch in Writing even verbal
PERSONAL DATA:

Date of Birth:





Oct. 31, 1975 / Caloocan City, Philippines

Civil Status:





Single 

Nationality:





Filipino

Religion:





Catholic

Visa Status:





Residence Visa

