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OBJECTIVE:
Seeking a challenging opportunity focusing on customer care and office management to utilize my skills and education
SKILLS:
With good interpersonal, organizational and leadership skills
Adept with MS Outlook, Word, Excel, and Power point presentation in different operating system Skilled in PMS Opera System, SmartWeb, Telephone Management System(TMS) and Food Beverage Materials System(FBM)
	EDUCATIONAL ATTAINMENT:
	
	

	College:
	Saint Louis College
	2008-2012

	
	
	Bachelor of Science in Office Administration
	

	
	
	*Consistent Dean’s Lister – Cum Laude
	

	
	
	

	WORK EXPERIENCE:
	
	

	Company:
	Bonnington Hotel Jumeirah Lakes Towers
	

	Position:
	Telephone Operator Supervisor cum Front Office Coordinator
	

	Duration:
	September 2014 – PRESENT
	

	Functions:
	* Acting as Front Office Coordinator
	


· Updating and monitoring staffs’ attendance in Bayan System for payroll 
· Coordinating with HR with regards to employees’ updates or concerns 
· Keeping and maintaining Front Office staffs’ database 
· Assisting colleagues in organizing leaves (vacations, public holidays and lieu days) 
· Preparing necessary documents for on-boarding employees 
· Keeping a track & ordering guest supplies, printing & stationeries in the FBM 
· Coordinates with other department with regards to Telephone Operator’s concern 
· Training and executing the appraisal for my Telephone Operator team 
· Taking minutes of the department’s meeting 
· Responding in guest’s and employees’ requests or complaints 
· Updating telephone directory, maintaining call register and records 
· Handling fire alarm and other emergency facilities 
· Loading bookings in the system to help Reservations department 
Company:
Bonnington Hotel Jumeirah Lakes Towers
Position:
Telephone Operator
Duration:
January 2013 – August 2014
Functions:
* Answering inquiries from internal and external calls
* Transferring calls to a designated department or person
* Responding in guest’s and employees’ requests
* Relaying request and complaints to concern departments
* Logging requests, updating telephone directory, maintaining call register and records
* Handling fire alarm and emergency calls
Company:
Walter Mart, Cavite Philippines
Position:
HR Staff
Duration:
October 2012
Functions:
* Conducts new employee orientation to foster positive attitude towards company goals
* Conducts briefing to employees every Monday to ensure updates are shared
* Maintaining employee files and the HR filing system
* Assisting with the day-to-day efficient operation of the HR office
TRAININGS:

Reservation Agent – Bonnington Hotel Jumeirah Lakes Towers
Dubai, United Arab Emirates Functions:
* Answering inquiries from internal and external guests *Loading bookings from email, telephone and/or fax *Answering email inquires and sending email confirmations
*Process charges of non refundable and special condition bookings and dropping necessary documents to Finance
*Maintaining reservation records

Sales Staff - PC4me One-Stop Computer Corp.
City of San Fernando, La Union, Philippines Functions:
*Dealing with customers
*Promotes and sells the product and services of the company *Issue receipts and filling out order forms and reporting sales *Encoding canceled orders or product returns
*Deliver and send products to clients *Dealing with customer complaints
*Answers & make phone calls and receive & send quotation through fax machine

Research Office Staff - Saint Louis College
Carlatan, City of San Fernando, La Union, Philippines
Functions:
*Deal with employees, instructors and students *Encode research papers
*Arrange, file and keep records of research papers *Answers and make phone calls

Billing Office Personnel - La Union Medical Diagnostic Center & Hospital

City of San Fernando, La Union, Philippines Functions:
*Deal with clients and patients
*Encode, sort, arrange, file and keep records of patients and doctors *Distribute financial records of patients and doctors

Records Office Assistant – Department of Environment & Natural Resources
San Fernando City, La Union, Philippines Functions:
*Answer phones and transfer to the appropriate staff member *Receive, sort and distribute incoming mail
*Prepare outgoing mail for distribution *Faxing, scanning and copying of documents *Maintain office filing and storage systems
*Update and maintain databases such as mailing lists, contact lists and client information *Retrieve information when requested
*Type documents, reports and correspondence *Monitor and maintain office supplies

CHARACTER REFERENCES:
References are available on request.
I hereby attest to the truthfulness of the aforementioned information.

