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CAREER OBJECTIVE:
To explore and acquire more knowledge in the field of customer service or any establishment that will consider my abilities and to contribute the knowledge I obtained from my past work experience and be part of a successful establishment.
PROFFESSIONAL EXPERIENCE:

I. QATAR FOUNDATION RECREATION SUPPORT SERVICES
     Recreation Centre, Support Services, Doha Qatar
                       Joined from June 16, 2014 to November 30, 2015
POSITION: Recreation Sport Coordinator
Job Responsibilities:
Coordinator Job Responsibilities: 
·  Organizing an event on a monthly basis.
· Coordinate with the suppliers for any updates and concern pertaining to their activities provided
· Sending updates/ results to all the participants of the ongoing event. 
· Reporting and informing the Supervisor in charge about the updates of the classes/activities complains received, feedbacks & surveys from the events & tournaments. 
· Responsible for the emails: answering queries, doing correspondence and sending announcements. 
· Prepare incident and accidents report if required. 
Instructor Payment per monthly and by term.

· Recording Minutes of the Meeting
· Updating the KPI- Key Performance Indicator , 
· Managing the Inventory  In-Out supplies and requesting for the stationery supplies) 
· Prepare Recreation Centre Staff Schedule 
· Coordinate the staff issues and concerns 
· Perform other related duties as required.
Administrative  Assistant  Job Responsibilities
· Coordinate with the supplier’s requirements for legal purposes.
· Escalate information (Memo’s and Other Documents request) to other departments.
· Implementing the rules and regulations abided by the Community Affairs regarding the usage of the facilities.
· Prepare the Department  Monthly  Management report presentations.
· Prepare the department Monthly staff schedule.
· Filing the  department documents for audit purposes.
· Upload  the departments adverts and other documents to  portal site.
· Recording Management  Minutes of the Meeting.
REPORTS

· Making Monthly Report (Management Presentation Report, Master Report and event reports.

ADVERTISEMENT

· Providing information to the Receptionist regarding the Community Affairs programs and activities updates
· Creating and updating all the flyers to be posted in E-Notice Boards, Portal page, and Facebook page.

· Risk Assessment update of each Event and activities
SURVEY

· Responsible in the providing and assisting Survey for the end users

LOST AND FOUND ITEMS

· Keeping all the lost and found items in the storage room and handing down all the valuable items in the Control Room.

II. QATAR FOUNDATION RECREATION SUPPORT SERVICES

     Education City Clubhouse Recreation Services, Doha Qatar
                       Joined from November 3, 2012 to June 15, 2014
POSITION: Receptionist / Facility Assistant
Job Responsibilities: 

· Responsible for the emails: answering queries, doing correspondence and sending announcements.

· Implementing the rules and regulations abided by the Community Affairs regarding the usage of the facilities.
· Perform other related duties as required
EQUIPMENTS/ITEMS SAFEKEEPING
· Responsible for the safe keeping of the borrowed items by the facility users. E.g. different balls & rackets
· Updating and monitoring the water consumption
· Responsible for keeping and filing of all the documents for audit purposes.
ADVERTISEMENT
· Providing information regarding the Community Affairs programs and activities
· Creating and updating all the flyers to be posted in E-Notice Boards, Portal page, and Facebook page.
REGISTRATION & PAYMENT
· Accepting the registration and payment for all the currently advertised classes and events.
· Accepting appointments for Massage and accepting card payments.
· Assisting the Instructors regarding the classes they are conducting and providing them the list of the registration and attendance.
· Making the Daily Cashier’s Report
SURVEY
· Responsible in the providing and assisting Survey for the end users
III. CLUB ULTIMA CROWN REGENCY HOTEL
     Tower II 16th floor Fuente Osmena, Boulevard Cebu City
                       Joined from March 29, 2008 to July 12, 2010       
POSITION: Wellness – Front Officer Supervisor
Job Responsibilities:
· Manage the daily activities and monitor the performance of the Receptionist. Supervision duties    include hiring, scheduling, coaching and counseling and training.
·  Monitor  the  Department Sales Target on a monthly basis.
· Greeted every customer with a smile., friendly conversation and offer an assistance to enhance experience and buying  opportunities.
·  Providing quality responses to customer  contact in person , telephone and email..
· Dealing with all escalated complaints and enquiries efficiently and effectively.
· Communicate promptly any information about the product being offered. 
· Facilitate monthly meeting with all staff and Perform  other duties as assigned. 
· Ensures overall ambiance of the Spa is maintained in line with profile and image 
· Ensures that all equipment complies and is maintained with established safety standards, and when appropriate upgraded to a level in line with operating standards. 
· Maintain a high profile for guests and members of staff within the spa treatments.
IV. CLUB ULTIMA CROWN REGENCY HOTEL
Tower II 16th floor Fuente Osmeña, Boulevard, Cebu City
                  Joined from May 24, 2007 to March 29,2008 
POSITION: Front Desk Officer
Job Responsibilities:
· Carries out assigned task on a day-to-day basis as given by the immediate supervisor.
· Taking reservation over the phone
· Posting clients/ guest charges
· Assist guest to the waiting area
· Answer information necessary to make our guest satisfies our spa facilities.
· Issue service pass
· Make summary report on whole day sales.
· Establish, maintains, & provide excellent services to all the guest and representative of the organization. 
PERSONAL PROFILE
Date of Birth

 : April 18,1986
Place of Birth 
: Irasan, Roxas Zamboanga Del Norte
Sex/Status

: Female/Single
Height 

: 5’5
Weight

: 115 lbs.
Nationality

: Filipino
Language spoken
: English, Filipino, Visayan,
Skills 


: Computer Literate (MS Excel, MS Word, Power Point)

EDUCATIONAL ATTAINMENT
Primary Gov. Jose Aseniero Elementary School
1993-1999

Secondary Langatian National High School
1999-2003

Tertiary Jose Rizal Memorial State College
Main Campus, Dapitan City

BACHELOR OF SCIENCE IN HOTEL & RESTAURANT MANAGEMENT
2003 – 2007
