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______________________________________________________________
SUMMARY OF SKILLS:
Work effectively both as a team member and independently Secretarial work 
Sales 
Basic Accountant 
Receptionist 
Advanced Computer Skills Customer Service 
WORK EXPERIENCE:
Rainbow Hotel L.L.C., November 2014 - November 2015
Bank St., Bur Dubai, Dubai, UAE
Reservation
Attending all calls 
Responding to incoming email 
Listening to customer requirements and presenting appropriately to make a sale 
Building and maintaining relationships with existing customers in person and via telephone calls and emails 
Promoting special promo 
Providing customers with quotations Keeping all records of sales 
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Rainbow Hotel L.L.C., November 2013 - November 2014
Bank St., Bur Dubai, Dubai, UAE
Waitress/ Receptionist/ Cashier
Understand the booking system to arrange the tables properly 
Confidently answer the calls 
Welcome guest to make them feel comfortable 
Speak to customers who walk in and request a table at the restaurant 
Once the booking is scheduled, convey the day, time and amount of guests reserved to other members of the staff 
For walk in guest, Inform them of daily menu and tae orders 
Deliver beverages and food in timely manner 
Check-in with guest to ensure that everything is going well. 
Refill beverages throughout the meal Clear dirty dishes from table 
Operate POS (WINHMS) cash register 
Receive payments by cash, credit card or vouchers 
Issue receipts or change due to customer Work with other staff and be a team player 
PILMAR Marketing, February 2010 - February 2011
Cagayan de Oro City, Philippines
Sales Representatives
Sales of Pharmaceutical and Laboratory supplies, reagents, x-ray films, and solutions 
Cold-calling potential prospects 
Door-to-door sales (hospitals, diagnostic centers, and medical centers) 
Key account maintenance and development 
Financial responsibilities; Accounts Receivables, weekly revenue reports etc. 
Salvador C. Victorio, October 2009 - October 2010
Valencia City, Bukidnon, Philippines
Receptionist/Secretary
Front of House 
First point of guest contact both in person and via phone Attending meetings and recording minutes 
Filing and organizing 
Safe-keeping of contracts, project records, blue-prints, and other confidential documents 
Financial responsibilities; Accounts Payable, payments of utility bills, payment of labor’s salaries, etc. 
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EDUCATION:
Housekeeping NC II Certification, January 2013 - April 2013
MMS Training Center
Valencia, Bukidnon, Philippines
Advanced Housekeeping Services 
Health & Safety 
Provide World Class Customer Service 
Effective Communication 
Computer Operations for Housekeeping 
Bachelor of Science in Civil Engineering, June 2002 - October 2007 Cagayan de Oro College & Central Mindanao University (4th year level)
Advanced Statistics and Analysis Chemistry 
Computer programming Basic Economics 
Environmental Science 
Engineering Management 
Engineering Economy and Accounting 
LANGUAGE SKILLS:
	
	Tagalog
	- Mother Tongue

	
	English
	- Fluent


Kapampangan - Fluent 
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