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POSITION:
Any position that fits in my qualifications
OBJECTIVE:


To be able to know and learn all the different techniques in all various aspect. I’m applying or  upgrading my knowledge through my own experience.

WORKING EXPERIENCES:
HOTEL FRONT DESK OFFICER

Gran Prix Hotel(June 10, 2011- July 25, 2014)
Mc. Arthur Hi-Way Tarlac City

Duties and Responsibilities
-
providing refreshment

-
responsible to answer incoming calls

-
register and assign room to  the guest

-
make and confirm reservation

-
keep records of room availability and guest account manual, or using computer

-
compute bill, collect payment

-
advise housekeeping clean the room have been  vacanted

-
answering inquiries such as hotel services, guest registration, travel direction

-
prepare for basic food such as continental breakfast

-
clean and maintain lobby and common areas and re-stocking supplies

-
perform excellent customer service
CUSTOMER INFORMATION AND SERVICES

Travel Gate( September 18, 2009- February 17,2011)
San Rafael Tarlac City

March 29, 2004 – October 19, 2004
Duties and responsibilities

-
Provide quality customer service

-
Communicate clearly and effectively with people 

-
Answering customer inquiries and giving important details

-
Handling customer complain and make corrective  action

-
Politely and courteously answer telephone call outgoing and incoming calls

Retail Store Cashier

Victory Quick Meals( March 20, 2005- July 29, 2009)
San Roque, Tarlac City
Duties and Responsibilities
· Greet customer as they arrive the store
· Take payment( cash or credit card )

· Bag or wrap the item sold or purchased

· Identify prices using scanner
· Count money at the beginning and end of the shift

· Issue receipt and change of the customer

· Maintain knowledge of store inventory

· Stocking shelves, merchandizing and marking prices

· Process exchange and refund

· Managing daily accounts(banking)

· Respond customer complaint in a corrective action

· Perform excellent customer service

TRAINING ATTENDED:


Hotel Services Training

             Front Desk training and housekeeping



Gran Prix Pasay Branch


     May 01- 27, 2011

SPECIAL SKILL and LANGUAGE


Customer Service Skills


 Computer literate

 -MS WINDOW


 -INTERNET  
English literate

   Mother language(tagalog)
SUMMARY:

-
Service-focused professional and friendly team player with a knack for building productive working relationships. Extensive cash handling experience.

-
Reliable and friendly who quickly learns and masters new concepts and skills. Passionate about helping customers and creating a satisfying shopping experience.

-
Highly energetic, outgoing and detail-oriented. Handles multiple responsibilities simultaneously while providing exceptional customer service.
EDUCATIONAL ATTAINTMENT:

COLLEGE:




Bachelor of Science in Education






Major in MAPEH( Music, Art, Physical Education and Health)




Tarlac State University






1999-2004 ( Completed )
Course Description: deals with education, foundation of Music, Arts And physical Eductaion respectively. It covers the historical, philosophical and psychological theories and principles necessary to understanding the bases for the various activities involved.

SECONDARY:




Saint Catherine Gerona Institute






Gerona, Tarlac






1995-1999 ( Completed )
PRIMARY:




EstiponaElmentary School






Estipona,Pura,tarlac






1990-1995(completed)

PERSONAL  INFORMATION:

Date of Birth:

 September 26, 1982
Date of birth:  

PuraTarlac

Religion:

Church Of Christ

Civil Status:   

Married

Age:            

32 y/old

Citizenship: 

Filipino
Visa title: 

Residence Family Visa

