CAREER OBJECTIVE
To be part of reputed organization which provides a steady career growth and to obtain a challenging work whereby I could utilize and enhance my knowledge and skills from my previous working experience, while contributing to the growth of the organization in the best way, with sheer determination and commitment. 

EDUCATION 




From June 1995 – March 1999
De La Salle University – Dasmariñas 

Philippines

Bachelor of Science in Hotel and Restaurant Management

QUALIFICATION/ SKILLS

· Unique ability to adapt quickly to challenges and changing environments
· Able to coordinate multiple projects and meet deadline under pressure.
· Computer expertise and working knowledge of Microsoft Office (Word, Excel, PowerPoint, Outlook Express as well as Property Management System like Fidelio6.2 and Opera 5.0. 
· Knowledgeable in PABX & other office equipments.
· Immense ability to work in teams with individuals of diverse backgrounds. Team player, self motivated, proactive and reliable.

· Drive to learn and apply new ideas and skills.
WORK EXPERIENCES

April 2008 – Present

Reservation Agent





Byblos Hospitality Group - Capitol Hotel (4 Star Deluxe)

· Ensures proper documentation and filling of important documents.
· Attends to all booking inquiries by phone, fax, e-mails, ensuring that everything gets replied & confirmed accordingly w/out delay.
· Ensures accuracy and completeness of details in Fidelio Suite 6.20 / Opera 5.0 vs. Local Purchase Orders.
· Responsible for maintaining 100% occupancy w/out compromising the average room rate target set by the company.
· Responsible for arranging hotel transportations of the guests from airport pick up & drop.
· Updating corporate rates for both companies and travel agencies.
· Tracks future room availability on the basis of reservations, and helps develop forecasts for room revenue and occupancy.

· Responsible for handling group blocks and inputting rooming lists
Nov. 20, 2006 – March 2008
Senior Front Office Telephone Operator





Byblos Hospitality Group - Capitol Hotel (4 Star Deluxe)

· Ensure a prompt, courteous and efficient telephone service for guests and other departments.
· Give wake-up calls as per guest’s requests.
· Ensure efficient message handling to the guest in house and other department.
· Receive fax and disseminate it to all respective departments. 
· Monitor outgoing calls/fax and identify which is chargeable and business and post in the system. 

· Helping in scanning of guest passport & doing police report.
· Night Shift has to file up the hotel statistics together with the prayer timing, temperature for the day, function of the day (if there’s any) and VIP’s in house

July 2004 – September 2005
Food Server cum Cashier






De Luxe Restaurant





Philippines

Sept. 2000 – Sept. 2003

Production Staff


ChipMOS TECHNOLOGIES INC.

Science-Based Industrial Park, Hsinchu, Taiwan, R.O.C.

· Testing IC’s.
· Checking quantity & quality of the product or IC’s.
· Fixing leads of the IC’s.
· Responsible for some machine troubles.
· Sorting IC’s and separates the good products.
December 1999 – May 2000 
Customer Relation Officer/Cashier
Max’s Restaurant

Festival Mall Alabang, Philippines

· Welcoming guests as they arrive, escort them to their seats & provide menus.
· Responding quickly to guests request and concerns.
· Set-up tables & takes guest orders.
· Relay orders to the kitchen and ensure that all orders are delivered on time.
· Receive payment & issue receipt to guests.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Calculate total payments received during a time period, and reconcile this with total sales.
ON THE JOB TRAINING 
Puerto Azul Beach Hotel, Ternate, Cavite, Philippines

Nov. 12, 1998 – Feb. 28, 1999
Housekeeping Department (Chambermaid), Café Ternate (Service) and

Human Resource Department

PERSONAL BACKGROUND

Date of Birth
:  March 26, 1979 

Sex
: Female

Civil Status
:  Married


Religion
: Roman Catholic

Citizenship
:  Filipino
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