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ROCHELLE 
OBJECTIVE:

To pursue a career that will lead in developing personally and professionally and thus build a stern. Business relationship with my employer, to work efficiently for the position assigned to me with the Best of my knowledge and capability to contribute to the company’s objectives and goals.

EDUCATION:

Degree Earned




La Consolacion College
Bachelor of Science in

Hospitality Management








06 June 2006 – 20 March 2010

WORK EXPERIENCE:

Supervisor
14 March 2015 – Present
· Greet the customer as they enter the shop GOOD MORNING, GOOD AFTERNOON & GOOD EVENING).

· Perform the standard operating procedure (SOP).

· Perform other duties, such as cleaning other areas of the shop.
· Recommend and provide suggestions on products and services wide variety. 

· Cashier responsibilities include assisting the wait staff during rush hours.

· Provide best customer service either through direct contact, over phone or mail.

· Ensure to clean and service on-site facilities for impressive professional appearance along with affirmative customer service. 

· Ensure to sell merchandise across stores and prepare creative sales along with merchandising techniques.

Assistant Manager

AD Hospitality Group LLP

01 June 2013 – 24 January 2015

· Receive, direct and relay telephone messages and fax messages.

· Maintain the general filings system and file all correspondence.

· Maintain an adequate inventory of office supplies.

· Answer all incoming calls and handle caller’s inquiries whenever possible.

· Provide word-processing and secretarial.

· Greet and assist guest to their respective rooms.

· Develop and maintain a current and accurate filings system.

· Handling Human Resource, employee deployment.

· Administer all reservations, cancellation, no shows in line with hotel policy.

· Keep up to date with current promotions and hotel pricing, to provide information to guests on request while maximizing bedrooms sales opportunities.
· Fulfil all the reasonable requests from guests on request to ensure their comfort satisfaction and safety during their stay in the hotel.

· Deal with all enquiries in a professional and courteous manner in person, on the telephone or via e-mail.

· Assist in keeping the hotel reception area clean and tidy at all times.

· Handling booking and reservation through phone and online.
Admin Assistant and Business sale Executive

Asia Integra Engineering Pte Ltd

GENTING Lane, Singapore

27 October 2011- 04 December 2012

· General clerical duties including photocopying, fax and mailing

· Retrieve documents from filing system 

· Handle requests for information and data 

· Resolve administrative problems and inquiries 

· Prepare written responses to routine enquiries 

· Prepare and modify documents including correspondence, reports, drafts, memos and E-mails 

· Maintain office supply inventories 
CASHIER

Chowking “Fresh N’ Famous Food Inc.”

SM Bacolod Branch, Bacolod City, Philippines

4 May 2010 – 05 October 2011 

· Greet the customer as they enter the shop GOOD MORNING, GOOD AFTERNOON & GOOD EVENING).

· Perform the standard operating procedure (SOP).

· Perform other duties, such as cleaning other areas of the shop.

· Itemizes and totals check for service or totals takeout transaction on cash register and accepts payment.

SERVICE CREW

Jollibee Food Corporation

Bacolod City, Philippines

1 September 2009- 30 April 2010

· Recommend and provide suggestions on products and services wide variety. 

· Cashier responsibilities include assisting the wait staff during rush hours.

· Provide best customer service either through direct contact, over phone or mail.

· Ensure to clean and service on-site facilities for impressive professional appearance along with affirmative customer service. 

· Ensure to sell merchandise across stores and prepare creative sales along with merchandising techniques.
Counter Personnel

Dunkin’ Donuts “Negros Perfect Circle Food Corporation.” Philippines

10 March 2009- 25 August 2009 

· Serves food or beverages to customers seated at counter:

· Calls order to kitchen and picks up and serves order when it is ready.

· Itemizes and totals check for service or totals takeout transaction on cash register and accepts payment.

· Prepare sandwiches, salads, and other short order items (short orders).

· Perform other duties, such as cleaning counters, glass panel, sweeping washing trays and other utensils that been used.

· Displays Donuts inside the counter area.

· Prepare some beverages using the standard procedure.

· Perform the standard operating procedure (SOP).

· Clearing the tables.

Counter Personnel

Mister Donut Bacolod City, Philippines

5 January 2007- 7 February 2009 (2 years)

· Displays Donuts outside of the counter so that the customer can pick donuts what they want to eat.

· Itemizes and totals check for service or totals takeout transaction on cash register and accepts payment.

· Clearing the tables.

· Greet the customer as they enter the shop GOOD MORNING, GOOD AFTERNOON & GOOD EVENING).

· Perform the standard operating procedure (SOP).
· Perform other duties, such as cleaning other areas of the shop.
· Itemizes and totals check for service or totals takeout transaction on cash register and accepts payment.

ON JOB TRAINING EXPERIENCES:

February- March 2010


 Sta. Fe Resort

January - February 2010 


Check Inn Pension Arcade

March - June 2009 



Dunkin Donut

May – June 2008 



Mister Donut

May 2008 




Bong Bong’s PasalubongCenter

May-June 2008



L’Fisher Hotel Bacolod

PERSONAL PROFILE:

Age 



26 years old

Birth date


 May 5, 1989

Place of Birth 


Bacolod City, Philippines

Civil Status 


Single

Religion 


Catholic
Language spoken 

English, Filipino

Nationality 


Filipino

Height 



154 CM
Weight 


46 kg

Expire Date 


27 July 2019
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