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CURRICULUM VITAE
professional OBJECTIVE  



Seek a challenging and career-oriented job with promising growth prospects in a dynamic and progressive organization that can utilize my skills, knowledge and experience at its optimum.
WORKING EXPERIENCES

1. Front desk Clerk



Queen Jeniffer Hotel and Restaurant

Promoted August 2015- October 2015
Cauyan Isabela, Philippines
Duties and Responsibilities

• Greet guests and patrons as they arrive
• Ask if guests have a prior booking
• Manage the registration process
• Ask for identification and ensure that the provided credentials are accurate
• Handle guest check-ins and check-outs appropriately
• Operate hotel switchboard, take calls and provide information and transfer calls
• Manage accurate accounting of all rooms
• Provide guests with room keys and call for bellboys
• Take reservations over the telephone, through emails and in person
• Answer queries regarding the hotel’s services, charges, dining facilities, sports facilities and travel directions
• Refer guests to appropriate departments to resolve complaints or provide suggestions
• Compute bills and take payments
• Provide guests with directions around the hotel
• Contact housekeeping and maintenance departments when a problem is reported
• Explain appropriate use of keys and ensure that guests are satisfied with the rooms allotted to them
• Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift
2. Room Attendant  



Queen Jeniffer Hotel and Restaurant
June 2015 – July 2015  


Cauyan Isabela , Philippines
Duties and Responsibilities
· Prepares the room for cleaning

· Collect all trash then strip the bed 

· Dusts the rooms and furnitures

· Clean and dry the bathroom 

· Set the bed beddings 

· Vacuum the floor 

· Check all facilities
· Post the room status
3. Ticket Officer 



Hagwon Tavel Agency 
April 2015-May 2015


Santiago Isabela, Philippines

Duties and Responsibilities

•Attend to customer – vehicle and passenger ticket sales. 
• Attend to customer counter, telephone and email enquiries. 

• Competently operate ticketing computer system.

• Reconciliation and reporting of all cash drawers at start of each day.

• Maintain daily summary sheet recording transactions for the day. 

• Balancing of cash drawers at least once during the day and at the end of the day. 
• Balancing and counting of change safe 
• Entry of coach and foot pax reservations into ticketing computer system and printing of confirmation letters.
TRAININGS:
· On-the-job Training


Astoria Plaza Hotel(Food Attendant)
S.Y.2014-2015



Ortigas District, Pasig City  Philippines






Artina Suites(Food Attendant)
S.Y. 2012-2013



 Makati Manila Philippines
achievements and awards / seminars:

· Active Student Awardee of the HRTM Department for School year 2014- 2015
· Personality and Professional Development with the theme : Tourism and Community Development: Power Dressing and Hygiene, Work Ethics Formation and Enhancement for future Tourism Worker at Isabela State University
September 22, 2014

· The Philippine Hospitality an d Tourism: the Road to ASEAN 2015 and beyond at University of Saint Louis, Tuguegarao City, Cagayan
September 12, 2014


· Events and Convention Management with the theme: Hospitality Industry: A fast Changing Industry, Creating New Opportunities and Possibilities Towards Globalization 

September 10, 2014

· 13th National Business Expo at St. Paul University, Tuguegarao, Cagayan

September 21, 2012

· The 3rd National Young Hoteliers and Restaurateurs Power Conference at SMX convention Center Mall of Asia, Pasay City

September 8, 2012

· Usherette and Food Attendant during the AACUP Accreditation at Isabela State University Echague Campus 

December 3-6, 2012

· GSM Bluniversity Mixology Seminar on Molecular Bartending and Flairtending Current Trends at Isabela State University- Echague Isabela

August 3, 2012

pERSONAL ABILITIES & SPECIAL skills:

· Computer literate(MS word, MS Excel, MS Power-point, MS Publisher) 

· Have good communication skills 

· Has knowledge in travel agency management and operations

· Has knowledge in food, beverage and banquet services

· Has knowledge e in front office procedures

· Has knowledge  in tour guiding and escorting

· Has knowledge in housekeeping procedures and services

EDUCATIONAL BACKGROUND

	Year
	Degree
	Board/University
	
Address

	2005-2006


	Primary Level
	First Echague United Methodist School
	Echague, Isabela

	2010-2011


	Secondary Level
	School of Saint Joseph the Worker
	Echague Isabela

	2011- 2015
	University Level
	Isabela State University

Bachelor of Science in Hotel Restaurant  And Tourism Management


	Echague Isabela


ELIGIBILITY

· Housekeeping NC II  
ORGANIZATIONAL INVOLVEMENT

	Year
	Position
	Organization

	2014-2015
	Member
	Young Executive Hoteliers, Restaurateurs and Tourism Society (YERTS)  

	2013-2014
	Member
	Young Executive Hoteliers, Restaurateurs and Tourism Society (YERTS)  

	2012-2013
	Member
	Young Executive Hoteliers, Restaurateurs and Tourism Society (YERTS)  

	2011-2012
	Member
	Young Executive Hoteliers, Restaurateurs and Tourism Society (YERTS)


languages known

· English 
· Filipino
personal information

Age
            

: 20
DOB
            

: 01 March, 1995
POB
            

: Echague, Isabela, Philippines
Civil Status
            
: Single
Height


: 5’4
Nationality                  
: Filipino
Marital Status              
: Single
Visa Status                   
: Visit Visa (Valid until 17th January, 2015)
REFERENCES

References are available on demand.
I declare that the information given above is true to the best of my knowledge.
Applicant
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