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OBJECTIVE
To seek experience that will develop the skills and knowledge that will help me to become globally competent and reliable.
EDUCATION
Bachelor of Science in Hotel and Restaurant Management
PLT College
Bayombong, Nueva Vizcaya
Philippines
2007 - 2011
PERSONAL DETAILS
Has good written and oral communication skill
Has strong demonstrated ability to meet deadlines
Highly dependable
Self- driven; can easily get along with others
Ability to establish and maintain effective working relationship with public and staff
WORK EXPERIENCE
24/7 Inn and Resorts - Front Desk Officer
Bonfal West, Bayombong  Nueva Vizcaya, Philippines
August 22, 2011- August 23, 2013
Job Description:
Effectively process incoming and outgoing calls in a friendly and professional manner
Responsible for check in and checkout services to hotel guest
Post and file charges to guest in the ledger accounts
Accept and process reservations
Handling customer queries
Register guest and assign room 
Handling all cash transaction


Receive payments by cash, cheques and credit cards


Checking daily cash counts
MC DONALD’S GROUP OF COMPANY - Service Crew
Solano, Nueva Vizcaya, Philippines
June 19, 2010 - November 15, 2010 Working Student
May 09, 2011 - July 10, 2011
Job Description:
Received customers pleasantly, took their orders, transmitted to kitchen staff, served, and prepared bills.
Received payments and balance the sales.
Prepared food items such as fries and drinks when assigned in the runner.
Adhered to the quality and work standards of the chain.
Maintained cleanliness in the work stations.
Assisted the other staff members in taking orders.
Analyzed customer complaints and feedback for constant improvements.
El CIELITO INN - Food & Beverage And Housekeeping
Aranaiz Avenue, Makati City, Metro Manila, Philippines
December 15, 2010 - Jannuary 31, 2011
On Job Training (400hours)
HOTEL & TOURISM MANAGEMENT - Part Time Caterer
PLT College Inc. Bayombong Nueva Vizcaya, Philippines
November 2010 - March 2011
NEGROS NAVIGATION - ACTUAL SHIPBOARD TRAINING
Pier 2, North Harbor, Manila, Philippines
April 19, - 25, 2009
SPECIAL SKILLS
Computer Literate: Opera System, POS System, Microsoft Excel, Microsoft Word, Microsoft Power Point
Skills: Napkin Folding, Table Skirting, Cocktail Mixing, Cooking & Table Set-up
Spoken Language: English, Filipino, Basic French, Spanish and Arabic
PERSONAL DATA
Date of Birth:

July 27, 1990
Age:


24
Height:


5‘

Gender:

Female
Civil Status:

Single
Religion:

Protestant
Nationality:

Filipino
