                              CAMILLE 








Graduated

            Bachelor of Science in Hotel and Restaurant Management


Bulacan State University, 

             City of Malolos 

             2012





RECEPTIONIST

Pacific Waves
             Bulacan, Philippines


July 20, 2012 – January 05,2013
· Meeting, greeting and attending to the need of guests, to ensure a superb customer service experience.
· Resolving any complaints/issues quickly from the guests to maintain high quality customer service. 
· Dealing with guests requests to ensure a comfortable stay.
· Responsible for accounts and guests billing process.
· Keeping the area clean and tidy at all times.

· Ensuring all reservations and cancellations are processed efficiently.
RECEPTIONIST

Malolos Resort Club Royal

             Bulacan, Philippines

January 21,2013 – January 24,2014
· Serve visitors by greeting, welcoming, directing and announcing them appropriately
· Answer, screen and forward any incoming phone calls while providing basic information when needed
· Maintain security by following procedures and controlling access; monitoring logbook

· Update appointment calendars and schedule meetings/appointments
· Perform other clerical receptionist duties such as filing, photocopying, faxing etc.
SALES EXECUTIVE

VC Kotoor
             Manila, Philippines

July 1, 2014 – March 12,2015

· Posting/displaying of the goods, making sure everything in the website is working smoothly.
· Always responding to email and phone inquiries from the customers.

· Ensuring that the customers will receive the goods on schedule.

SKILLS


Keen to details, efficient and organized with knowledge in hospitality industry,
possess strong analytical and problem solving skills, with the ability to make well thought out decisions. Good in written and verbal communication skills, highly trustworthy, discreet and ethical, resourceful in the completion of projects, effective at multi-tasking and proficient with MS Office and the Internet.
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CAREER OBJECTIVE


To secure a position with a well established company with a stable environment that will lead to lasting relationship in the field of hospitality industry where I can build a solid foundation to be globally competitive and wherein I will be able to effectively utilized my strong organizational skills, educational background and ability to work well with people.
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FILIPINO





TAGALOG ,ENGLISH





JAN 14, 1991(25)
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