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OBJECTIVE
To secure a position within an established organization that will allow me to utilize my skills and proficiencies in achieving the utmost in customer satisfaction.
QUALIFICATIONS
· Highly experienced in handling and sustaining clients. 
· Active learner enhanced with the ability to make good judgements and decision 
· Efficient in administrative support with effective communication skills. 
· Proficient in technology aids such as MS Office and basic background in Opera 
· Knowledgeable in front office/concierge operations, food and beverage and events operations. 
WORK EXPERIENCE
Event Sales Executive
February 2014 – October 2015
Kitchen Plan Events and Catering Services
Duties and Responsibilities
· Create sales leads through effective research, telesales and client interaction 
· Implementation of Event Planning such as coordination with the clients, venues and suppliers 
· Generate ideas to add to the annual sales plan 
· Update and manage all social media accounts with current offers and promotions 
· Delivers excellent customer satisfaction 
· Execution and Supervision of Event 
Events Planner
June 2013-February 2014
Hizon’s Catering & Restaurant Inc.
Duties and Responsibilities
· Implementation of Event Planning such as coordination with the clients, venues and suppliers 
· Dissemination and coordination of contract details to the different department of the company 
· Cost Control 
· Delivers excellent customer satisfaction 
· Execution and Supervision of Event 
· Collection of Feedback 
Guest Relation Officer
April 2012 – May 2013
Midas Hotel and Casino
Duties and Responsibilities
· Meets and greet all guests upon arrival and bids farewell upon departure 
· Escorts VIP guests to their allocated room and explain room features 
· Maintains an active presence in the hotel lobby to greet incoming guests 
· Promotes inter – hotel sales and in – house facilities 
· Prepares and Coordinates with front office reception to ensure consistent service 
INTERNSHIP
Front Office Department
Dusit Thani Manila
(500 hours)
Rooms Division Back Office / Concierge
December 9, 2011 – February 20, 2011
EDUCATIONAL BACKGROUND
Masteral
San Sebastian College-Recoletos, Manila
Juris Doctor
June 2014 – Present
Tertiary
Far Eastern University, Nicanor Street Sampaloc, Manila
Bachelor of Science in Hotel and Restaurant Management
June 2008 – April 2012
SEMINARS ATTENDED
	September 4, 11, 17 & October 2, 2013
	The High Performing Planner Coaching Program

	March 7, 8 & 9, 2011
	
	Ocular Inspection: Bohol Plaza Resort and Shangri-La Mactan

	April 10, 2010
	
	Bar Exposure Program: T.G.I.F’s Robinsons Place Manila

	March 2010
	
	10th Quality Improvement Plan Competition: FEU Fine Dining

	
	
	Seminar, Front Office Seminar and Hotel Tour: Diamond

	
	
	Hotel

	February 2010
	
	GSM Blueniversity Mixology Seminar

	December 2009
	
	Conference of Aspiring Marketing Professionals

	February 2009
	
	Ocular Inspection: Trader’s Hotel, Manila

	
	
	Educational Demo: Shangri-La Restaurant

	PERSONAL INFORMATION
	

	Date of Birth
	July 4, 1991
	

	Age
	24
	

	Height
	5’4’’
	

	Civil Status
	Single
	

	Religion
	Roman Catholic
	

	Citizenship
	Filipino
	


