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Personal Details
Birthdate: January 19, 1991
Nationality: Filipino
Educational Background
Bachelor of Science in Hotel and
Restaurant Management
EASTWOODS PROFESSIONAL COLLEGE OF SCIENCE AND TECHNOLOGY
March 2011
Areas of Competencies
Microsoft Office Applications
Decision-making Skills
Analytical and Critical Thinker
Has a can do Attitude and Focuses on solutions
Personal Skills
Communications
Coordination
Time Management
A good Member and Team Leader Administration



CAREER OBJECTIVE
To become a valuable asset to your company by practically utilizing my knowledge, skills, and competencies gained from my previous work experience.
WORK EXPERIENCE
MYR AND EDD UPHOLSTERY PHILIPPINES
Receptionist
June 2014 up to March 2016
· Answered and screened phone calls. 
· Meet and greet clients and visitors 
· Interacts with the clients and offer products like leather, fabrics, linoleum, car seat covers and mattresses. 
· Ensures availability of merchandise and services. 
· Initiate purchase request as per client’s requirement. 
· Source materials and conducts product and price comparison for required items 
· Conducts product inventory, weekly sales and expenses. 
· Stands as a group leader to co-workers to provide quality service as what client’s request. 
· Process payment to clients, cash and checks 
BANK-PHILIPPINES
POSITION: BANK TELLER
DECEMBER 2011 up to JUNE-2014
· Process cash and check deposits and cash withdrawal. 
· Offer bank loan products. 
· Process loan application of clients, check details on forms, check submitted requirements, and send documents for Credit Investigation. 
· Updates client’s profile and account details as required by the bank. 
· Mandates profiles balance and financial report daily. 
· Assists new clients in opening local and foreign accounts. 
· Processed foreign exchange. 
Training and Seminars Attended
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· New Feung Huang Restaurant (200hours) 
F & B Department (Jan.16,2011-Feb.1,2011) 
· Subic Bay Venezia Hotel (300hours) 
Housekeeping, Front Office and Admin Assistant (Nov.30, 2010-Jan.6, 2011) 
· Bataan Hotel and Restaurant Owners Association Hospitality Industry and Tourism Expo (Dec.8-9, 2009) 
· Super Ferry Vessel Familiarization Tour M/V Super Ferry 12 (Sept.23, 2009) 
· Airline Online Booking Seminar Conducted and Facilitated by PIRM Travel Service (Sept.23, 2009) 
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