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Objective: I’m seeking to pursue my hospitality career with your company where I can apply my experience and my knowledge in dealing with the customers in a professional manner and high level of standard. 
Summary of Skills: 
· Comprehensive knowledge of handling all aspects of front desk activities.
· Possess excellent guest relationship and customer service skills.
· In-depth knowledge of operating office equipment like telephone, faxes scanner and Opera system.
· Skilled in handling clerical and administrative tasks.
· Possess excellent interpersonal, management, communication and problem solving skills.
· Knowledge of basic computer application like Microsoft word, Microsoft Excel and internet.
PERSONAL INFORMATION
	
	Date of Birth:
	September 27, 1983

	
	Place of Birth:                    
	Bacolod City

	
	Height:
	5’3”

	
	Weight:
	100 lbs

	
	Civil Status:
	Single

	
	Nationality                       
	Filipino

	
	Visa Status                       
	Employment 


EDUCATIONAL BACKGROUND:

Tertiary  
                : 
OUR LADY OF FATIMA UNIVERSITY 
Marulas, Valenzuela City 
BACHELOR OF SCIENCE IN NURSING 
2006Graduated
:         MANILA CENTRAL UNIVERSITY 


EdsaMonumento, Caloocan City 


BACHELOR OF PHYSICAL THERAPY 

2000-2002 

Secondary                      : 
TORRES HIGH SCHOOL 
Solis GagalanginTondo, Manila 
           2000 graduated

Primary                           
: 
FRANCISCO BENITEZ ELEMENTARY SCHOOL 
Gagalangin, Tondo Manila 
1996 graduated
WORK EXPERIENCE:
Pixcelite Systems

Business Bay, Al Abraj St., The Metropolis Tower Dubai UAE

Secretary

June 26, 2014 up to present
Duty and Responsibility
· letter writing;

· dealing with telephone and email enquiries;

· creating and maintaining filing systems;

· scheduling and attending meetings, creating agendas and taking minutes - shorthand may be required;

· keeping diaries and arranging appointments;
· using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases;

· devising and maintaining office systems;
· managing and maintaining budgets, as well as invoicing;

· liaising with staff in other departments and with external contacts;

· ordering and maintaining stationery and equipment;

· sorting and distributing incoming post and organizing and sending outgoing post;

· arranging travel and accommodation for staff or customers and other external contacts;

· liaising with colleagues and external contacts to book travel and accommodation;

· organizing and storing paperwork, documents and computer-based information;

· photocopying and printing various documents, sometimes on behalf of other colleagues;

· arranging in-house and external events.
Time Hotels (Time Crystal, Time Opal and Time Topaz Hotel Apartments) Al Barsha,Tecom Dubai UAE 
Guest Service Agent/ Receptionist 
October 26, 2010 to December 26, 2013
Duty and Responsibility

· Offer consistently professional, friendly, warm and engaging experience service. 
· Give a warm welcome and checking in guest taking into account the established SOPs. 
· Check out of departing guest in accordance in established standards. 
· Sell rooms to walk in guests and be responsible for all pro active and day to day facilities issues. 
· Responsible for cash inventory, cashing cheques and bills of exchange in foreign currencies for hotel guest in accordance with the credit policy.
· Corporate with colleagues from all departments, in particular Housekeeping, Accounting and Reservation. 
· Ensure that the Guest Service Desk is manned, operationally prepared and stocked at all times in order to available for guests as a point of contact. 
· Maintain the privacy of all guests by ensuring that no details of the guests are disclosed. 
· Demonstrate a complete understanding of the hotels policies and procedures and service standards and full knowledge of the hotel facilities and happenings. 
Beyond Trading and Shopper’s Incorporation 
Bluewave, Pasay City 
Office Secretary 
May2008 – Dec2008 
Duties and Responsibility: 
· Preparing the documents needed 
· Encoding in thesystem 
· Filing the files 
· Dealing with phone calls and emails
Reclaim Fore Shore Trading Incorporation 
Macapagal, Pasay City 
Office Secretary, Encoder 
Dec2008 – May2009 

Duties and Responsibility: 
· Assist the guest what they need 
· Answering telephone and assist the callers 
· Recording all the appointments 
· Arranging all the files 
TRAININGS:
· Handling Guest Complaint 
· Telephone Etiquette 
· Assigning and DelegatingProblem Solving Skills 
· Effective Communication 
· Reservation Technique 
· First Aid Training and Basic Life Support Level 2 
I  hereby certify that the above details are true and correct. 
