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Objective: 
To obtain position requiring innovative and challenging employment that will utilize my working experience, professional skills and offer advancement opportunity.

KEY SKILLS:
· Total of 12 years of working experience in different positions such as Receptionist / Customer Services, Sales associate, Cashier a proactive, energetic, friendly, tactful individual with positive mental attitude and ready to take-up challenges.

· Articulate and persuasive communicator at ease interacting with customers, colleagues and management. 
· Computer literate. Knowledgeable in Microsoft Office Application--- MS Word, MS Excel, 
EMPLOYMENT HISTORY:
CLARKHOSTEL (Rikko Company) Pampanga, Philippines

October 2011 – January 2016 

Position: Receptionist/Housekeeping
Job Responsibilities:

· Receive enquiries from the public either in person or by telephone, take bookings and inform customers of the Hotel rates charged

· Receive payment and return customers' prepayments

· Collate all transactions into a daily report and balance the cash and till.
· Completes steps of service to ensure utmost guest satisfaction

· Acts with a sense of urgency and provides friendly, efficient service to teammates and guests
· Housekeeper reviews daily supplies needed to complete the assignments for the day

· Perform quality cleaning to meet required standards
ZEN WELLNESS SPA, Clark Hauz bldg. Pampanga, Philippines
August 2008 – September 2011 

Position: Receptionist/Therapist




Job Responsibilities
· Opens the Point of Sales system at the beginning of shift and ensures the Spa is ready for business..
· Greet the customers with enthusiasm and professionalism while always providing the highest level of exceptional customer service. 
· Closes the Point of Sales system, balances the drawer and checks all receipts for accuracy and adjusts any errors made during and at the end of shift.
· Answer the phone in a professional and knowledgeable manner to obtain appropriate information and to address the customer’s needs. Assist clients/members to book an appointment for a “Day Spa experience.”
ERRIKO HOMES CONSTRUCTION
Clarkfield Pampanga, Philippines 
December 2007 -- August 2008
Position: Office Secretary
Job Responsibilities:

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text data and graphics.
· Organizes work by reading and routing correspondence; collecting information,
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, 
· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries
KFC, SM Clark Pampanga, Philippines
June 2005 – June 2007
Position: Kitchen Crew
Job Responsibilities:

Serving customers and preparing food. Customer service responsibilities include greeting customers, taking orders, and completing customer transactions on the cash register. Food preparation duties include preparing menu items and assembling orders. must also maintain a clean and organized work area and a presentable store environment.
SURPLUS, SM Clark Pampanga, Philippines

May 2004 – April 2005
Position: Sales Associate/Customer Service



Job Responsibilities:

· Daily monitors and prepare the shop for business. Efficiently merchandise displays, items, strategically arrange the boutique for a pleasant business function, attraction and sales.

· Methodically handles customers FAQ’s, complaints and arguments and always divert it to positive results and benefits. 

· Provide the shoppers eased atmosphere of pleasant shopping by introducing products, promotional offers using clear and non-technical language
ACADEMIC BACKGROUND:

Bachelor of Hotel and Restaurant Management 

HOLY ANGEL UNIVERSITY

College June 2001 – April 2004

TRAINING / SEMINAR ATTENDED:
Massage and Spa Body Treatment; Anatomy and Physiology; Microbiology and Parasitology; Hygiene and Sanitation & Ethics and Jurisprudence; Reflexology & Traditional Alternative Medicine Practices; Basic Swedish, Shiatsu and Therapeutic Massage; Basic Data Gathering Orientation for Tourism Establishments and Massage Therapy Training

PERSONAL DETAILS:
Nationality
:
Filipino

Date of birth  
: 
February 15, 1984

Civil Status
:
Single
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