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	OBJECTIVE


 To join an organization that offers a constructive workplace where I can maximize my people oriented experience, communication skills and problem solving abilities.
	SUMMARY OF QUALIFICATIONS


· Two (2) Years of rich knowledge of all facets pertaining to the Front Office Department
· Excellent knowledge on Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Office and Microsoft Outlook.
· Well knowledgeable on Epitome and Pyxis systems
· Possess excellent skills in communication and organization
· Excellent temperament to multitask and coordinate various activities under high pressure

· Positive work attitude, punctual, responsible, and trustworthy

· Goal-oriented with leadership abilities

· Ability to keep up a top level customer service

	WORK EXPERIENCES


Global Premium Hotels - Fragrance Hotel Management
Front Office Executive
April 19, 2013 – April 19, 2015

10 Lorong 20 Geylang, Singapore 398730

Duties: 

· Handle all the front desk operations

· Welcome and greet guests entering and leaving hotel premises

· Coordinate with guests and respond to their inquiries

· Assisting the Duty Manager in day-to-day hotel activities

· Attending monthly meetings with Vice President of Hotel Operations, Senior Duty Manager, Assistant Duty Mangers and all the Front Office Executives 

· Follow proper protocol on check in and check out 

· Checking the action plans of bookings from OTA, TA or PAX ACCOUNTS and charge accordingly

· Handle / collection of payment via cash, credit cards or nets

· Coordinate with HR, Accounts, Reservation and other departments

· Attend to all emails

· Train front desk staff and maintain good relationship with the team

· Follow the proper grooming and attire

· Maintain proper record of all administrative tasks

· Filing of documents and strictly following the PDPA

· Maintain and check the attendance register of front desks, housekeeping and maintenance staff

· Liaise with procurement team and in charge in ordering equipment or materials

· Checking of rooms and direct coordination with Housekeeping and Maintenance teams

· Answering and transferring of phone calls

· Assisting guests on directions and tour related activities

· Arranging for pick up and drop service for guests
Healthway Medical Clinic
Staff Nurse
June 14, 2012 - February 20, 2013

5F Feliza Building, 108 VA Rufino St. Legaspi Village, Makati City

Duties: 
· To manage day-to-day operations of the Health Care Clinic

· To take initial and interim history and vital signs on each patient

· To assist physician as needed during exams

· To maintain health records, documenting each patient contact and updating patient profiles

· To check equipment and supplies, restocking as necessary

· To coordinate with various departments to review all patient technical plans 

· To use various equipment and machines such as Cardiac Monitor, Electrocardiogram, Holter machine and the Treadmill

· Promote Healthway’s humble and comprehensive health packages 
Xepesys Inc. 
English Instructor Associate
April 25, 2011 – June 12, 2012
Unit 1006-1009 AIC Burgundy Empire Tower Bldg., ADB Ave., Ortigas Center, Pasig City

Duties:

· Teach Korean Junior and Senior levels of students ages 5 to 65 years old

· Specialization: Grammar, Pronunciation, Vocabulary, Accent, Level testing

· Give assignments

· Evaluate students’ performance in class

· Provide feedback and necessary tools in improving their grades

St. Peter Life Plan
Sales Consultant
January 07, 2008 - October 23, 2009

11th floor Strata 2000 Bldg., Ortigas Ave., Pasig City

Duties:

· Meet sales goals

· Promote insurances

· Make proactive contacts with assigned customers or prospects

· Creates and inputs weekly sales forecasts, and updates customer contact information

· Collect weekly/monthly payment

· Do weekly reports of all the sales

· Report memorandum

Omni-Orient Marketing Network, Inc.
Secretary of the Director of Sales
July 2, 2007 – January 4, 2008

Fortune Bldg., Legaspi St., Legaspi Village, Makati City

Duties:

· Assist the Director of Sales in managing the Sales Team

· Do some filings and record keeping for the company

· Receiving and giving documents to other area of the company

· Do typing jobs, office letters, reports, documents, etc.

· Operate office machines like Xerox, fax, computers

· Attend to phone calls

Eastland Manufacturing Company Inc.
Production Assistant
November 6, 2006 – June 11, 2007

Jenny’s Ave. Rosario, Pasig City

Duties:

· Assist the supervisor in facilitating company departments

· Do typing and encoding letters, reports, documents, etc.

· Attend to phone calls

· Do some activities that may be assigned from time to time
· Generate and print reports

· Photocopying and scanning duties

· Liaising with other departments internally
· Do some activities that may be assigned from time to time

	EDUCATIONAL BACKGROUND




Tertiary:
Bachelor’s Degree – Bachelor of Science in Nursing





 Pamantasan ng Lungsod ng Pasig, Philippines

	PERSONAL DATA






Age:


29 years old





Birthday:

Feb. 27, 1986





Civil status:

Single





Gender:

Female





Religion:

Roman Catholic





Height:


5’3”





Weight:

98 lbs.

I hereby certify that the above information is true and correct to the best of my knowledge.

