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  MELLIZA


Objective           Seeking a position within a company, where professional experience, education 


   and abilities stand as an advantage for personal growth.
Education
  BACHELOR OF SCIENCE IN HOTEL AND RESTAURANT MANAGEMENT
  The National Teachers College
  SY 2008-2011

  Divine Word College

  SY 2006-2008

 ASSOCIATES IN COMPUTER TECHNOLOGY
  Divine Word College

  SY 2003-2006
Experience         GROUP


  HOSPITALITY DIVISION









  Position:    OFFICE/ADMIN/HR ASSISTANT
  Duration:  March 09, 2014 to March 08, 2016
  MAIN TASK:
· EMIRATES CARDS/STATUS

· CANCELLATION PROCEDURE/DETAILS

· MASTERLIST FOLDER FROM ACTIVE STAFF- CANCELLED

· EMPLOYEES PASSPORT/VISA UPDATE

· JOINING/REJOINING REPORT/LIST

· PASSPORT REQUEST

  Responsibilities:

                             Data Processing

·  Involves organizing written records and accurately typing the information.

· May process and regularly update personnel, payroll and employee records. 
· Input and update different types of records, based upon the business or department in which they work. Staff file, medical records and also often in charge of generating monthly or annual reports or spreadsheets using the information


 File Maintenance

· Responsible for maintaining the office files. File, label, organize and respond to requests for files from their supervisors or other departments.

· Maintain general office files including medical, business trip, joining/rejoining, updated passport and contract copy and keep these files secure.





 Communications


  Responsible for communicating with staff, managers, team members and employees. Answers       

  the phone calls inquiries of the staff/managers, take messages. Also assist or setting the needs    

  of the employees. 



  Clerical

                            Carrying out basic clerical tasks such as typing correspondence, sending out emails, making                         

  copies and sorting the mail. Employee attendance records, printing and sorting and preparing    

  recruiting/joining materials.



 Employee Relations



 To collect and manage all data pertaining to employees. Creates an employee file that includes 

 all pertinent information, including contact numbers, professional, educational history, and   

 current job title and salary information to updates file anytime a modification, such as a 

               promotion, salary increase or change in work location, occurs in the worker’s status. And also    

  routinely adds performance appraisal data when such events take place. Creates reports based    

  upon the data that has been collected. 



  LOTUS GARDEN HOTEL
  Position:    F&B Cashier 
  Duration:  February 24, 2013 - December 15, 2013
   Responsibilities:
· Maintain accurate cash handling procedures at all times 

· Post charges to guest accounts
· Responsible for calculating the payments and accepting various forms of payments like cash, checks, credit cards

· Verify the accuracy and acceptability of the payments received and provide change for cash purchases

· Taking order  from in-house  guest using phone

· Keeping a cash drawer in balance, and counting at the end of the shift 

· Prepare the cashier’s report
 CHICABOOTI – Apparel (M2A Corp. Philippines)
  Position:    Admin Staff
  Duration:  March 2, 2012- January 10, 2013
  Responsibilities:
· Maintain hard copy and electronic filing system and maintain records
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Answer telephones and transfer to appropriate staff member.
· Research, price, and purchase office furniture and supplies

· Maintain and distribute staff weekly schedules

· Collect and maintain apparel inventory

· Keeping an organized calendar of appointments and events

· Keep detailed records of previous customer information: address, contact numbers, email addresses
                     
  THE GARDEN PLAZA HOTEL & SUITES
  Position:    Front office Cashier
  Duration:  June 2011 - February 2012
  Responsibilities:

· Responsible for checking guests in and out of the Hotel.

· Issues room keys, pamphlets etc.

· Works in conjunction with the bell staff to assist guests to their rooms.

· Answers various questions from guests and phone calls.

· Arranges transportation for guests.

· Computes bills, collects payment and makes change for guests.

· Prepare and explain the charges and process payments.
· Runs various reports on the computer for management.     
                                       Trainings             
                                       300-Hour On-the-Job-Training                          
                                       November 2009 to February 2010
                             T.G.I Friday's Restaurant (FOH & BOH) 

                                       500-Hour On-the-Job-Training/ Seminar in Hotel & Restaurant Procedure                                 
                                       January 2011 to March 2011
                            The Garden Plaza Hotel & Suites 
                                      Skills

 Customer Service






 Complaint handling and dispute resolution




 MS Word, Excel and PowerPoint

                           Multitasking and work under pressure

Personal
 Nationality:
Filipino

Information
 Gender:
Female
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