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POSITION DESIRED:   RECEPTIONIST/CUSTOMER SERVICE REP.
OBJECTIVE

· To work and be part of your esteemed company
· To share my skills and talents to your company
· To be able to help to your company

EDUCATIONAL BACKGROUND

TERTIARY

:
Philippine College of Technology





Hotel and Restaurant Services





GardenParkVillage, Bajada, DavaoCity





June 14, 2008 – October 2, 2008

College                   :        University of Immaculate Conception

                                      Commerce (Marketing)

2003
SECONDARY

:
Davao City National High School





F.TorresSt.,DavaoCity





2000 – 2001     

PERSONAL DATA

Birth Date

:
February 3, 1986
Birth Place

:
Davao City

Sex


:
Female

Citizenship

:
Filipino

Civil Status

:
Single

Religion

:
Roman Catholic

Height


:
5’4”

Weight

:
49kls.
Skills                      :  
Computer Literate
PROJECT DEVELOPMENT COMPANY 

Doha, Qatar

Hostess 

SRI KEBAYA RESTAURANT
September 12, 2010 – July 5, 2012
Responsibilities:
Monitoring the open dining sections of the restaurants for empty and cleaned tables, estimating wait times for the guests,monitoring the guest waiting list and ensuring that the needs of the guest are met while they are waiting.Responsible for answering the telephone, booking reservations and moving tables together to accommodate large parties.
Ritz Carlton Hotel -Doha Qatar( weekends)

Receptionist
Job Description:
Attend to visitors and deal with inquiries on the phone. Supply information regarding the organization to the general public, clients, and customers.
        Task:
*Answer telephone, screen and direct calls.
*Take and relay messages.
*Direct persons to correct destination.

*Schedule appointments.
RED LOBSTER FOR KUWAIT FOOD COMPANY (AMERICANA) U.A.E(may2013 to present)
GUEST RELATION OFFICER

JOB DISCRIPTION:
 A guest relation officer(GRO) is a forefront of customer service.  The one  who greet guest as they arrive. The GRO provides guest with above and beyond service to ensure their experience will be worth remembering. The position ensures the guests are happy from the moment the step into establishment until they leave.
DUTIES AND RESPONSIBILITIES:
A GRO meets and greets arriving guests and bids them farewell as they leave. A GRO attends promptly to customers’ inquiries and assists them with their needs. When it comes to complaints GRO allows guest to speak first and then provides solutions to their issues or concerns.
