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JARA 
​​​​​​​​​​​​​
OBJECTIVE:To obtain a full time position in a successful firm which offers a professional working environment and enables me to grow while meeting the company’s goal.
SUMMARY OF EXPERTISE

I ‘am good at answering telephone calls, good in managing customer enquiries and apt in response, attentiveness, accuracy in maintaining information and requests, excellent communication skills, connecting and disseminating information.
SIGNIFICANT WORK EXPERIENCES
CONCIERGE ASSISTANT / RECEPTIONIST


Feb. 20–June 30, 2016
INFINITY LIFESTYLE MANAGEMENT & CONCIERGE


Receiving visitors & directing to appropriate staff members. Receive, direct and relay telephone messages and provides information, answering questions and request. Doing some admin works like preparing invoices, quotations, scanning and photocopying. Receiving and responding emails.In-charge for stationary supplies & running office errands.
RECEPTIONIST






Sept.2014 – Nov. 2015
JANZYLLE TRAVEL & TOURS
Meet & greet customers. Receive and direct telephone calls, answering questions and request. Coordinates with hotel and resort partners. 
FRONT DESK CLERK / AIRPORT REPRESENTATIVE 
DAO DIAMOND HOTEL





March 2013 – Sept.2014
Welcoming and greeting guest in the airport & hotel. Responsible in checking-in and out of the guest. Attending guest request and inquiries. Preparing and updating guest portfolio. Preparing guest list for breakfast. Answering in-house and outside calls. Updatingroom availability. Preparing guest bills. Taking orders from in-house and walk-in guest.
TELEPHONE OPERATOR





March – August 2013
METRO CENTRE HOTEL
Answering and screening in-house and outside calls. Disseminating important information to different departments. Connecting and transferring in-house and outside calls to different departments and guest rooms. Coordinating with drivers for guest pick-up and drop-off. 
ACADEMIC QUALIFICATIONS

BACHELOR IN HOTEL & RESTAURANT

April 2012

SERVICE TECHNOLOGY
BOHOL ISLAND STATE UNIVERSITY – MC

SECONDARY – HIGH SCHOOL GRADUATE


March 2008
BACLAYON NATIONAL HIGH SCHOOL

PERSONAL DATA

Date of birth
: 
August 6, 1991

Age


: 
24

Gender

: 
Female

Civil status

:
Single

Religion

: 
Roman Catholic

Visa Status

: 
UAE Residence Visa

Hobbies

:
Reading books, singing, dancing and cooking

TRAININGS & ASSESSTMENTS
ON-THE-JOB-TRAINEE/ FRONT OFFICE



Nov. 2011-Feb. 2012
BOHOL BEE FARM
Answering telephone calls and guest inquiries.

Assisting in checking in and out of the guest.

ON-THE-JOB-TRAINEE/HOUSEKEEPING 


Nov. 2009- Feb. 2010
AMARELA RESORT

Cleaning guest rooms and resort public areas

ON-THE-JOB-TRAINEE/ F & B DEPT.



April 2009- May 2009
BOHOL BEACH CLUB

Setting-up the tables. Taking orders, serving and

bussing-out

TESDA COMPETENCY TRAINING 



Sept. 24, 2011
Front office/ Bohol Island State University
EVENTS& SEMINAR’S ATTENDED
Global Women’s Forum 2016 

Madinat Jumeirah Hotel
Organizer
Basic Hotel Operations and Demo Bed Making
Crown Regency Residential Suite
Participant
Personality Development Communication Skills and Social Graces

Crown Regency Residential Suite
Participant
SOFTWARES & APPLICATION SKILLS

· Microsoft word

· PowerPoint,

· Microsoft Excel

· Movie Maker
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