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JOHN 

CAREER PROFILE: Having diversified work experience in various organizations including local and overseas employment. Ability to work effectively under pressure and stress, identify problems/needs and initiate solutions. Motivate to work efficiently without direct supervisions in a busy environment, handling many task simultaneously, able to priority workload and multi-task consistently and exceed expectations.

Work Experience:

Dec. 12 – Present

Executive Sec. / Asst. HR / Admin




Hotel




(pre-opening team)

                      Secretary / Admin Responsibilities
· Provides secretarial, clerical and administrative support to the 
Executive Office to ensure that services is provided in an effective and efficient manner.
· Manage and keeping track of General Manager’s daily agenda and 

Travel arrangement. 
· Screening of phone calls and walk-in appointments.
· Prepare agendas and make arrangements for meetings and trainings.
· Compile, transcribe and distribute minutes of meeting – Management, Sales Meetings and as required.

· File and retrieve Hotel’s documents, records and reports.
· Preparing and following up memos, e-mails, reports and deadlines with concern Head of Departments.

· Monthly Report for Corporate Accounts room production comparison

· Monthly Report for Guest Room Maintenance Checklist reporting

HR Related Responsibilities
· Updating employees file, LOI,  Contracts & Records

· In-charge of E-learning program in the Hotel, giving training,    

       allocating training programs and updating e-training database.

· Hotel Mentor for newly joined staff – Company and Hotel Induction,

       ISO / IMS Introduction and Environmental Responsibility.

· Monitoring Staff Trainings & Plan, updating Training records, Training Assessment and Evaluations. 

· Assisting HR Manager in Staff Recruitment, Documentations, CSR 
       activities and related staff matters 
· Staff House Committee – for Staff Accommodation and Welfare

Quality Related Responsibilities
· E-Cristal Hygiene Inspection Coordinator (food, room, legionella and safety). Attended E-Cristal Hygiene Trainings and responsible for E-Cristal action plans, conducting internal inspection to achieve goal and to be in compliance with the requirements. Hotel is certified in all areas.
· Daily public and guest areas inspection to keep Hotel’s standards 

· Collecting guests’ hotel comments in all channels on weekly basis and distributing to departments for actions to increase guest satisfaction.
· ISO 9001 / ISO 14001 Coordinator. Hotel is ISO certified, following-up procedures, giving Trainings and documentations so to keep the certification. Following-up 15’ Minutes Guarantee Satisfaction procedures & Quality Hub system updating.
· Planet 21 Coordinator – implementation and system update reporting 

· Safety Coordinator – following-up Safety Trainings and conducting when required. Evacuation Procedure, Basic Fire Fighting, Safety Chemical Handling, MSDS.

· And other ad hoc job
May 08 – Sept. 11

Snr. Management Admin Secretary 



Fred Olsen Cruise Lines - Floating Hotel 




4 star (UK and Caribbean Based)



485 rooms, 930 guests





Agency: Bahia Company

· Provides secretarial job to ship’s Captain & Hotel Manager, & administrative and clerical support to members of the Snr. Management Team. 

· Compile, transcribe and distribute minutes of meeting presided by Captain, Chief Officer, Safety Officer and Hotel Manager. 
· Do collect information, take minutes and prepare reports for Crew Disciplinary Hearings. 
· Prepares various reports for Head Office, e.g. End of Cruise Report, Weekly Operations Report, Fresh Water Report, Garbage Disposal Report and others.
· Distribute and follow-up for weekly Crew Cabins & Master’s Inspections reports. 
· Collect and encode the Passenger Questionnaire’s Analysis and Passenger Comments at the end of each cruise and follow-up to concern HODs.
· Do prepare the vacation ROTA, Appraisals & Room Allocation for Deck Department.
· Issue and report Work Orders (PMP) for Deck Dept and creating / closing requisitions (purchasing) using the AMOS maintenance system.
· Issuing defects chits concerning to Deck Dept using the Fidelio System.
· Do keep, file and maintain various ships’ records and certificates ready for shoreside inspection / audit. 
· And other ad hoc job from the Senior Management Officers.
May 05 – Mar 07

Deck Clerk / Secretary





Princess Cruises - Floating Hotel





5 star (Canada and US based)




700+ rooms, 1900+ guests




Agency:  Magsaysay Maritime Corporation

· Directly reporting to ship’s Captain and Staff Captain. Job function includes as a General Secretary for the Captain and Staff Captain, Administrative work for Deck Department.

· Compile, transcribe and distribute minutes of meeting presided by ship’s Captain and Staff Captain

· Responsible for filing, keeping and updating safety trainings, documentations, Safety Equipment Certificates and Deck Dept Certificates in compliance with Maritime Law with minor supervision from Captain / Staff Captain.

· Preparing draft end of cruise / monthly reports for the Captain and Staff Captain

· Distributing / Coordinating Memos to different departments.

· Preparing Deck requisitions, monitoring and filing PO’s, Closing and Issuing due Work Orders for Deck Dept using the AMOS system. Do directly communicate with suppliers as per Head Office approval. Working together with the Bosun for updating Deck Stocks.
· Do raise Defect Chits and Reports using Blu Vista System for different safety inspections and making follow-ups.

· Represents the Deck Department in various ship’s activities such as CRUISE Meeting, Crew Club Meeting, Crew Cabin Rounds and others.

· Point of contact for crewmembers / passengers who wish to have an appointment with the Captain.

· Do prepare correspondences, Bridge Tour invitations and escorting passengers for Bridge Tour.

· And other ad hoc job.

May 03 – March 04
Jr. Project Engineer / Technical Support





ITTSI Inc (Outsourcing Company)





Muntinlupa City, Philippines

· Headed group of 5 employees for Globe Telecom Legal Department Documents Database Integration. Directly reporting to the company’s President ensuring that the group meets deadline and job is being done within the company’s standard.
· Handling Petty Cash for the Team





June 02 – April 03
Jr. Project Engineer / Technical Support




ION Resources Inc. (Outsourcing Company)





Ayala Triangle, Makati City, Philippines

· Assigned at Ayala Corporation Computer Department

Responsible for data back-up and performs data-restoration in the event of system crash.
· Do computer helpdesk and network support to end-user.

· Responsible for all voice (telephone) concerns of Ayala Corp employees and CEO.

· Responsible in Boardroom set-up during CEO, Board member’s and other related meetings

· Do and assist in marketing and product presentation to target company’s clients.

May 00 – May 02

Jr. System Administrator




Philitalia Inc.





Mandaluyong City, Philippines

· Monitors system performance, connection system utilization, and other key metrics.

· Administer database, performs back-up and other routine maintenance tasks. Restores data in the event of system crash.

· Responsible for overall system performance, reliability and integrity.
· Merging and downloading all accounting entries of branches. Updating for new items, prices, customer and payment transactions from main office to branches.

· Training newly hired staff for the use of various companies’ software and accounting system.

· Upgraded the network topology of the computer system from Bus to Star Topology.

· Responsible for all the IT concerns of the company from Hardware to Software of more than 12 workstations excluding the Manila branches.
RECOGNITION

· Heart of Accor ME and Egypt 2015  Winner 

TRAININGS ATTENDED
· ISO 9001, 14001
· HACCP
· Accor Values / Ethics
· Trainer Dimension – Mercure, Jeddah
· Cultural Awareness
· Keys to Professional Service
· Food Hygiene
· Handling / Managing Complaints
· ASA (Accor Sales Application)
· Basic Fire Fighting
· Crowd Management
· Security Awareness
· First Aid & others
EDUCATIONAL BACKGROUND


College


University of Regina Carmeli






Malolos City, Philippines






Bachelor of Science in Computer Science






2000


Secondary


Gonzales Memorial College






Apalit, Pampanga






1995


 PERSONAL INFORMATION


Date of Birth


January 28
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