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OBJECTIVES

To have a competitive and challenging job that will provide opportunities to apply my knowledge and skills that will benefit the people and organization where I will work and further enhance me professionally and personally.
QUALIFICATIONS

· Possesses good interpersonal and communication skills. 
· Creative and organized 
· Dedicated and focused to accomplish and complete tasks on time. 
· Willing to accept new challenges in the career chosen 
· Hardworking and energetic, flexible, adapts easily to change of environment and work schedule. 
EDUCATIONAL BACKGROUND

	Tertiary
	:
	Bachelor of Science in Tourism

	
	
	Lyceum of the Philippines University – Batangas

	
	
	Capitol Site, Batangas City

	
	
	2007 – 2011

	WORK EXPERIENCE
	
	

	
	
	

	Company
	:
	Blue Coral Beach Resort

	Address
	:
	Laiya, San Juan, Batangas

	Position
	:
	Receptionist

	Inclusive Date
	:
	March 09, 2011 to April 12, 2012

	Company
	:
	St. Williams Travel and Tours

	Address
	:
	Lipa City

	Position
	:
	Office Staff

	Inclusive Date
	:
	May 08, 2012 to January 20, 2013

	Company
	:
	Shakey’s Pizza Parlor

	Address
	:
	Liana’s Building, Sto. Tomas, Batangas

	Position
	:
	Office Staff

	Inclusive Date
	:
	February 11, 2013 to August 20, 2015


JOB DESCRIPTION


FRONT DESK OFFICER/ RECEPTIONIST
· Giving information to visitor’s inquiries, some would by mails and calls 
· Professionally welcome guest upon arrival 
· Guiding guest and visitors to their destination 
· Key or Keycard Turnover 
· Check in and out of guest 
· Assign charges, input and insert payments to guest account 
· Reservation 
· Room Management like room blocking 
RESTAURANT STAFF/ FOOD SERVER 
· Welcoming the guest 
· Leading to the vacant and comfortable seats. 
· Taking orders may include suggesting new products and best sellers and complete the square meal. 
· Setting the tables 
· Delivering orders 
· Attends to all the needs of the guest 
· Making sure that their stay is comfortable, satisfying and wowing 
· Create building rapport. 
· Processing payments billing out 
· Cleaning tables and dining area 
	PERSONAL DATA
	
	

	Birth Date
	:
	April 21, 1990

	Birth Place
	:
	Locloc, Bauan, Batangas

	Age
	:
	25 years old

	Civil Status
	:
	Single

	Nationality
	:
	Filipino

	Height
	:
	5’5”

	Weight
	:
	48kgs.

	Religion
	:
	Roman Catholic


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

