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· ADDRESS
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Philippine Address: 80 Sto. Nino Street Palihan St. Hermosa Bataan Philippines
Tel no.: +639293049309
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OBJECTIVE
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I am keen to build on my skills and experience in a challenging professional environment. I take pride in my attention to detail and ability to effectively manage my time. As my qualifications and work experience demonstrate I am able to work under pressure and to a consistently high standard.
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QUALIFICATIONS
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· Excellent communication skill & guest relation skill. 
· Excellent proactive attitude to work. 
· Remarkable organizational & time management skill. 
[image: image15.jpg]



[image: image4.jpg]


EMPLOYMENT BACKGROUND
Experience (Middle East Professional)
Position
:  Helpdesk Operator /Admin Assistant
Company:  Compass Group (Doha, Qatar)
Duration:
March 26, 2015 - December 14, 2015
Project:
Aspire Zone Project
Main Job Tasks and Responsibilities
· Responsible to provide a first line support/response to end user regarding HK issues. 
· Overseeing and maintaining procedure standard of helpdesk 
· Dealing with the different kinds of clients with different kind of behaviors. 
· Capability to meet the deadline which the Clients has been set depends on the nature of request 
· Receiving and respond to hundreds of incoming e-mails request from client (including some nasty emails) 
· Determines the source of problem, responding to troubleshooting calls to determine if calls can be resolved at the Helpdesk. 
· Tracking all HK request, maintenance issues etc. 
· Collaborated with the Scheduling from the client as it pertains to receiving some Events/ Trainings / Daily schedules and deep cleaning activities. 
· Answer staff questions in person and via phone on all company supported applications. 
· Serve as liaison between staff and the technology department to resolve issues. 
· Updating and preparing for  daily , weekly and monthly reports 
· Preparing work schedules for HK Supervisors 
· Giving extra support for the Administrative Dept. 
· Perform other related duties as assigned. 
Position
:  Helpdesk Operator /Receptionist
Company:  Compass Group (Doha, Qatar)
Duration:
Feb-11, 2011 – Mar 24, 2015
Project: Qatar Shell Pearl GTL / A mwaj LGV Project
Main Job Tasks and Responsibilities
· Respond to all incoming calls and e- mails to the helpdesk hotline and e-mail account. 
· Responded to troubleshooting calls to determine if calls can be resolved at the Helpdesk. 
· Collaborated with the Scheduling Coordinator as it pertains to receiving A/V setup assignments. 
· Reassigned any setup that will not be able to pick up to an available technician. 
· Answer staff questions in person and via phone on all company supported applications. 
· Troubleshoot computer problems. 
· Serve as liaison between staff and the technology department to resolve issues. 
· Work one-on-one with staff on application projects. 
· Provide recommendations on company application purchases. 
· Respond to all incoming calls and e- mails to the helpdesk hotline and e-mail account. 
· Responded to troubleshooting calls to determine if calls can be resolved at the Helpdesk. 
· Collaborated with the Scheduling Coordinator as it pertains to receiving A/V setup assignments. 
· Reassigned any setup that will not be able to pick up to an available technician. 
· Answer staff questions in person and via phone on all company supported applications. 
Day to Day Reception duties & responsibilities
· To manage the reception area on a day to day basis. 
· To answer the telephone promptly and politely 
· To deal with Tenants/ Guest at the front desk in a polite and courteous manner. 
· Remain current on room availability and emergency procedures 
· To process requests from the Tenant/Guest promptly and accurately 
· To undertake photocopying duties as requested 
· To manage the system of results arriving in both paper and computerised format 
· To download and manage contacts from the out of hours service. 
· Perform other related duties as assigned. 
Working Experience: (Philippines)
Position
:  Receptionist
Company:  Subic Majestic City Hotel (S BMA, Olongapo City)
Duration:  August-2009 to August- 2010
Main Job Tasks and Responsibilities
· Answer enquiries regarding hotel services and registration by letter, by telephone and in person, provide information about services available in the community and respond to guests' complaints. 
· Check in & check out of guest. 
· Arrangement for VIP. 
· Sending updated report to top management. 
· Manages incoming phone calls using multi-line phone systems 
· Resolves customer questions and concerns. Coordinates meetings. 
· Oversees the greeting and directing of all visitors, including vendors, clients, job candidates, and customers 
Position
:  Sales Clerk
Company:  Myrich Apparel Shoppe
Duration:
February 2004 to February2005.
Position
:  Sales Clerk
Company:  Tri Union Intl Corp
Duration:  September 2002 to September 2003
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ACHIEVEMENT

Awarded for ‘ Employee of Month’ for continuous hard work in Compass.
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OTHER TRA ININGS

· Fully Safety Induction training 
· First Aid training 
· Computer literate : ( MS. Word, Excel, PowerPoint  Outlook and Plan On 
· Effective Communications 
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EDUCA TIONA L BACKGROUND

	Vocational
	:
	TESDA

	Address
	:
	Saint Patrick College Orani, Bataan

	Course
	:
	Hotel Front Office Service (June- August 2009)

	College
	:
	Lyceum of the Philippines

	Address
	:
	Intramuros Manila

	Course
	:
	BS Tourism

	College
	:
	Microcity Computer College

	Address
	:
	Balanga City, Bataan

	Course
	:
	Computer Science
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