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JOGIE
CAREER OBJECTIVE: To devote my knowledge and skills to become a better professional.
SUMMARY QUALIFICATONS: Welcomes and respects the ideas of others, honest, works with less supervision, highly organized and systematic person.
EDUCATIONAL BACKGROUND:
 College                                                                                                 Year [From] – [To]                                                               
         
Course   :  Bachelor of Science in Tourism Management           2007-2013

School   :  University of San Carlos-Main                                   
              Address: P.del Rosario Pelaez St.Cebu City Philippines
TRAININGS / SEMINARS ATTENDED:
“Mr and Ms SHOT 2011 Event Organizer”                                           October 7, 2011
“Tourism: Sustaining Growth and Global Presence”       
                 June 28, 2012
“Customer Service Relation in the Hospitality Industry”
                September 2, 2012
“On-the-Job Training at Mactan Cebu International Airport Authority 

Philippines                                                                                                                            October 22, 2012-     
 February 2, 2013
WORK EXPERIENCE:

Front Office Receptionist

August 2015- June (Present)

· Greeted and Welcomed all hotel guest with a smile
· Registered guest and issued keys.

· Answered telephone calls within 3 rings, using correct salutations and telephone etiquettes.

· Do check in and checkout process

· Made and Confirmed Reservations.

· Escorted guests to their assigned rooms, including transporting their luggage.

· Reviewed accounts information and charges with guests during check-out

· Resolved service related problems in a timely manner.

· Delivered messages, mail and packages left for guests and hotel facilities in timely manner.

· Create and maintain cash reports at the end of each day.
Jollibee Service Crew (Ayala Cebu, Philippines)                                                        June 2008-July 2010

· Greet customers and communicate with them with a view to determine their orders

·  Take customers’ orders and punch them into the restaurant order database

·  Ensure that correct order has been punched in

·  Provide customers with information on daily specials and discount deals

·  Inform customers of their bill and ask if they will pay in cash or through credit card

·  Take payments and tender change

·  Process credit card payments and ensure that customers sign counter slips
· Relay customers’ orders to the kitchen and ensure that each order is expedited

· Tally cash at the end of each shift and handle discrepancies according to company policies

· Create and maintain cash reports at the end of each day

Company Front Desk Receptionist
CONVERGYS PHILIPPINES SERVICES CORP (IT Park, Lahug Cebu City, Philippines
August 2013 – February 2015

Job General Purpose:
Responsible for handling front office reception and administration duties, including serving visitors by greeting, welcoming and directing them appropriately; notifies company personnel of visitor’s arrival; maintains security and telecommunication system.

Job Responsibilities:

· Handling incoming calls and transferring them to the required extensions.
· General Administration activities.
· Interacting with candidates who walk in to the office.

· Oversees the distribution of incoming and outgoing mail.

· Performs a variety of clerical tasks.

· Maintains security awareness by following procedures; monitoring logbook; issuing visitor access badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Assisting Applicants
· Organize conference and meeting room bookings.

· Prepare correspondence and documents.

· Co-ordinate meetings and organize catering.
LANGUAGE SPOKEN:

· English - Fluent

· Arabic – Basic

SKILLS AND INTERESTS:
▪ Well versed in oral and written English and Filipino language

▪ Reading books and magazines

▪ Knowledgeable in basic computer application including MS Word, PowerPoint and Excel.
▪ Love to Travel
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