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Summary
A well-motivated, energetic and hard-working individual who is seeking for an inspiring position in a company where I can enhance my competency, strengthen my personal skills and find a memorable experience, which will contribute to my holistic individuality. A God-fearing person, optimistic and is value-oriented thus, can adjust to any environment.
EDUCATION
ASSOCIATE OF HOTEL AND RESTAURANT MANAGEMENT 
University of Cebu
Cebu City, Philippines

2003-2005
Graduate 
WORK EXPERIENCES 
	Receptionist Cum Reservation Executive 
Skylight Hotel

2013-2015 – Finished Contract
Job description:

· Welcoming all the visitors and hotel guests with utmost courtesy  and hospitality;
· Ensure that proper telephone courtesy is observed  when answering / using the telephone;

· Handle the switchboard and sees to it that call are being transferred to the right person;

· Taking down the messages and relayed accurately to the person concerned;

· Files al the papers systematically for easy identification and retrieval;

· Making the offer letters for the agencies or corporate companies for their special rates;

· Responsible for the check- in the check-out procedures for the guests using the program of Fiesta HMS;

· Discussing and giving room tariff or room rates to the guests;

· Posting the bills such as telephone charges, miscellaneous, fax bills, rebates, etc;

· Collecting the payments upon check- in, during their stay, and at the time of check-out of the guests;

· Prepare Check Voucher, check & process bills for payment;
· Prepare/ Update Invoices that is due for each travel agencies;

· Does all other duties that may be assigned from time to time.

 Front Desk Receptionist
Panorama Hotel ( Group of Company)
Al Mankhool Road Bur Dubai UAE

September 11,2007 – January 05, 2012

Job description:
· Acting Executive Secretary / Assistant Administrative ( 3 Months)

· Providing excellent customer services both internally and externally;

· Handling multiple functions at the same time and maintain good organizational skills;

· Communicating professional an effectively in writing and orally with staff, members group of manager, hotel guests,

 and general public
· Booking rooms and travel arrangements;
· Maintaining filling system;
· Answering the phone and answering queries;
· Photocopying and printing;

· Giving proper hand-over to the next in-charge person.

Sales Executive
Imperial Appliance Corporation
Cebu City, Philippines 
December 2005 – June 2007 
Job description:
· Listening to customer requirements and presenting appropriately to make a sale.

· Maintaining and developing relationships with existing customers in person via telephone call and emails.

· Negotiating the terms and an agreement and closing sales.

· Challenging any objections with a view to getting the customer to buy.
· Recording sales and order information and sending copies to the sales office.

· Attending team meeting and sharing best practice with colleagues.
· Reviewing your own sales performance aiming to meet or exceed targets.


Personal Information 

Nationality:

Filipino

Height:


5’3’’
Civil Status:

Married
Nationality:

Filipino

Birthday:

October 31, 1983

Skills:


Computer literate 
Visa Status

Visit Visa 
