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CAREER OBJECTIVE
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To put into operation all the knowledge gained from experiences, tough errands and work ethics which can greatly contribute in the success of one’s company and to persist on learning from the challenges, therefore making me a more competent and proficient individual.

WORK EXPERIENCES

1.  CREDIT SUPERVISOR
Bur Dubai, Dubai-UAE

May 1, 2012 – January 15, 2014

Responsibilities:
· Review and verify daily revenue report and daily Food & Beverage report with supporting vouchers.

· Review rage variance report in order to ensure the correct rate is applied.

· Review City Ledger and credit card transfers of the day.

· Review and verify the following reports in order to ensure that they are properly authorized and are complying with the policies and procedures:

· Daily Complimentary Rooms

· Cancellations and No Shows

· Room/Rate Changes

· Rebate Journal

· Paid out Journal

· Business Call Journal

· Daily Room Status Reconciliation

· Daily Employee meals, complimentary and entertainment summary

· POS Reconciliation with Front Office System

· Forward necessary reports to Financial Controller and General Manager for approval, after reviewing with supporting documents.

· Update Income Journal Voucher.

· Collect and audit daily cash summary and update General Cashier’s Report.

· Review overages and shortages of cashiers and take appropriate action.

· Control all revenue vouchers and documentation, such as membership cards, complimentary vouchers, restaurant checks, miscellaneous vouchers, etc.

· Conduct Float counting of all house fund holders on a weekly basis.

· Prepare and send invoices to company and travel agencies with credit facility as well as proforma invoice.

· Responsible in collecting payment from corporate and travel agencies accounts.

2. RECEPTIONIST/ROOM RESERVATIONS
Oasis Court Hotel Apartments


Bur Dubai, Dubai - UAE


July 1, 2010 – April 30, 2012
Responsibilities:
· Greet and welcome guests with a very friendly smile.

· Answer and screen phone calls and forward to addressed person.

· Do guest’s check-in, give key and guide the guest in the location of their room.

· Assist guest when they check-out of the hotel and handle payments.

· Ensure that the guest’s needs are met; sending the supplies they requested and even storing the guest’s valuables.

· Take room reservations; send offer to guest through online and even send booking confirmation.

· Responsible in checking all the bookings from walk-in bookings and bookings made online.

· Provide wake-up calls to guests and arrange transportation for a guest’s off-site visits.  

3. RECEPTIONIST/SECRETARY

Zagy Property (Real Estate)


Sheikh Zayed Road, Dubai - UAE


March 1, 2007-June 30, 2007
Responsibilities:
· Greet and welcome all guests and visitors.

· Answer and screen all phone calls.

· Handle CEO’s correspondence (act as CEO’s Secretary).

· Manage diary and travel arrangements.

· Organize meetings.

· Book flight tickets.

· Assist the Marketing Manager and Sales Executives in the preparation of marketing materials.

· Update client’s database.

· Handle staff and company’s profile.

· Execute filing and documentation of company’s correspondence.

3.
ASSISTANT MANAGER

Grand Megaplex 21 Screens - IMAX


IBN Battuta Mall. P.O. Box 261177, Dubai-UAE


May 4, 2005 – October 31, 2006
Responsibilities:
· Manage the operation of the whole cinema in absence of the cinema manager.

· Handle all money transactions: act as cinema’s accountant.

· Handle all customer complaints.

· Supervise all the transactions in the box office.

· Execute administrative works.

· Do monthly supervisors’ and box office clerks’ appraisal.

· Execute weekly maintenance reports of the facilities of the cinema, stock inventory reports and office supplies inventory to be reported to the cinema manager for necessary and immediate actions.

· Check e-mails addressed from the head office for tentative and confirmed reservations for big events to be held in the cinema and from some of the customers who wants to acknowledge our good service.

· Create dispatch notes for all the incoming and outgoing materials of the cinema.

· Execute weekly supervisor’s meeting in the absence of the manager.

· Execute weekly professional conversation with the cinema manager for some predicaments in the operation of the cinema then come out with necessary actions.

· Create supervisor’s weekly schedule.

· Approve and sign weekly schedule of all staff.

· Sell cinema tickets in lack of box office clerks.

· Manage “minutes” of the staff monthly meeting and weekly supervisor’s meeting.
4.
FRONT DESK SUPERVISOR

La Vista Pansol Resort Complex


Pansol, Calamba City Laguna


August 2002 – December 2004
Responsibilities:
· Greet, welcome and assist guests.

· Answer and screen calls and forward to addressed person.

· Handle booking of guest's reservation.

· Attend to guest's needs and requests.

· Supervise all the transactions in the front office.

· Handle customers’ complaints.

· Execute sales & marketing (e.g. makes proposal of our product to target customers; visit customer’s area for the promotion of our products).

· Execute ocular inspection during customer’s visit at the resort.

· Coordinate with the general manager all the big accounts reservations.

· Assist banquet supervisor in handling guest’s sessions.

· Handle phone and walk-in customer’s queries.

· Assist the general manager in handling big events at the resort.
5.
SECRETARY / RECEPTIONIST

Aquabest / Aguila Catering Services 


Bauan, Batangas


November 2001 – April 2002

6.
CASHIER / SERVICE CREW

Mc Donalds


Batangas City


April – June 2000

EDUCATION

1999 – 2001

Lyceum of Batangas
           Capitol Site Batangas City
· Bachelor of Science in Hotel and Restaurant Management
1995 – 1999

University of Batangas
Hilltop, Batangas City

· Secondary Education

1988 – 1995

San Roque Elementary School
Bauan, Batangas

· Primary Education

SEMINARS / TRAININGS

“TRAINING THE TRAINERS”
Oasis Court Hotel Apartments

Bur Dubai, Dubai UAE

March 16, 2011

“HOW TO BECOME A CONFIDENT WINNER”

Holidays Inn Galleria Manila


Ortigas, Manila


July 29, 2004

“LA VISTA PANSOL TEAMBUILDING WORKSHOP”

“Setting Higher Self Standards to Meet the Global Needs”


La Corona Hotel and Re-Creation Center


Pagsanjan, Laguna


June 28 – 29, 2004


“TOURIST RECEPTION AND GUIDING TECHNIQUES”

Rockpoint Hotel and Conference Center


Ma. Makiling Village, Pansol Calamba City, Laguna


June 16 – 18 2004


“LA VISTA PANSOL ADVENTURE –BASED TEAMBUILDING WORKSHOP”
Caliraya Re-Creation Center

Lumban, Laguna

February 3-4, 2003

ON – THE - JOB – TRAINING
Days Hotel Tagaytay

January – March 2001

PERSONAL INFORMATION 

Birthday



:
July 04, 1982


Age



:
33


Citizenship


:
Filipino


Status



:
Married



Religion



:
Roman Catholic


Sex



:
Female


Height



:
5’5”

I hereby certify that the above information is true and correct to the best of my knowledge.
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