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                                                       cAREER Objective:

To utilize my potentials, experiences and further strengthen my capabilities to be an associate in the company, thus as a result it will benefit the organization I will be working with. Likewise, live with the values and principles that the company obtains during the time that I will be working.
EDUCATION:   Bachelor of Science in Hotel and Restaurant Management,  Holy Cross of Davao     College

SKILLS/INTEREST:

· Proficient in both oral and written communication.

· Well-versed on Microsoft Word, Excel and PowerPoint.

· Interested in working and communicating with different people on different situations and with various cultures.

· Active and well-disciplined.
· Able to work methodically, accurately and neatly

· Good oral and written communication skills

· Able to work as part of a team

WORK EXPERIENCE

August 2014-July 2015
Professional Medical Representative
Dyna Drug Corporation
Essential Functions & Duties:
· Arrange meetings

· Primarily responsible for establishing and maintaining relationships with customers.
· Organizing appointments and meetings with community and hospital-based healthcare staff
· Attending and organizing trade exhibitions, conferences and meetings
· Managing budgets monthly given by the company.

July 2013- August 2014

Front Office Executive/Marketing Officer/Hr. Assistant
New Simulator Training Center of the Philippines

Essential Functions & Duties:

· Answer inquiries of a general nature by telephone, email and in person

· Maintain and update hard copy and electronic filing system for management contacts, business unit contacts, etc

· Prepare business letters and reports, when necessary

· Safe-keep documents/letters essential to the company

· Ensure that all incoming and outgoing documents/letters/papers are duly 

· Support and assist Administration Executive in clerical works, filing, preparation of documents/papers.
· Helps prepare daily deliverables for marketing, including proposals, brochures, and market events materials.

· Work with manager, marketing representative, clients and business units to determine budget expenses and any related marketing plans.

June 2012-February 2013
Front Desk Receptionist/ Sales and Marketing Officer
North Zen Basic Spaces Hotel

Essential Functions & Duties:
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.
· It serves as the face of her employer. 
· A person whom the guests of the small business meet. 
· It needs a great deal of skill perform the many tasks. 
· It must be both an excellent communicator and strong administrator. 
· Comfortably interact with individuals of all professional levels.
seminars/ trainings

· 1st Mindanao Inter School Convention

Royal Mandaya Hotel, Lantawan Hall



January 22, 2010

Palma Gil Street, Davao City

· 2-day Tailored First Aid Training for 2nd Year Students

By Philippine National Red Cross, Davao City Chapter

Holy Cross of Davao College




February 20-21, 2010

Sta.Ana Avenue Davao City




· Certificate of Completion




April 26, 2010
Completed 200 hrs.OJT at Legend Hotel Intl.Corp.

Basic Front Office, F&B Dining/Kitchen Operations and

Housekeeping Operations
-Mabuhay Manor

-Kabayan Hotel in Pasay and Caloocan

-Park Bed and Breakfast

· Certficateof Actual Shipboard Training



April 14-19, 2010

· Negros Navigation Oceanlink Institute



April 26-28, 2010


· Front Office Exposure




1st Semester 2010

Water Front Hotel

Lanang, Davao City

· Cetificate of Participation



October 06, 2011

Hospitality Operational Management Seminar
PERSONAL DETAILS

Age



: 

23
Status



:

Single

Religion


: 

Catholic

Sex



: 

Female

Height



:

5’2
