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Visa Status: Cancelled
PERSONAL DATA

Nationality : Filipino

Date of Birth: 17 February, 1980

Height: 5’4

Weight: 69 kls.



	Objective:
To obtain a position as an office staff where I can hone my customer service oriented skills and contribute to the growth of the company with years of experience working in various fast – phased environment

	Skills:
· Highly skilled in greeting and registering guest, and assigning them appropriate room

· Proven ability to assist to guest with room booking, changing and reservations canceling

· Adept at computing bills, collecting payments, and making change for guest

· Hands – on experience in keep records of rooms availability and guest’s accounts, manually and by means of computers

· Hands – on experience of IDS System

· Hands – on experience of encoding in CID System

· Well versed in performing simple bookkeeping activities including balance of cash

· Able to confirm customers’ credit and establish how the customer will pay

· Demonstrated ability to review accounts and charges with the guest for the period of the check out procedure
· Capable of answering inquiries related to hotels services

· Knowledge of advising housekeeping staff and ensuring high – quality guest relations

· Excellent verbal communication skills

· Dedicated and careful – high level of accuracy and attention to deal

· Computer: MS Word, Excel, Outlook, PowerPoint



	Experience 

Receptionist/Front Desk 

Jumaa’ Al Majid Bldg.,Tourist Club Area

United Arab Emirates

February 01, 2013 to Present
     *Duties and Responsibilities*
· Manage the registration process

· Ask for identification and ensure that the provided credentials are accurate for the CID purposes

· Handling guest check – in and check – outs appropriately

· Handling IDS System in the reception

· Handling guest check – ins and check – outs in the CID System

· Manage accurate accounting of all rooms

· Provide guest with room keys and call for bellboys

· Take reservation over the telephone, through emails and in person

· Answer queries regarding the hotel’s services

· Refer guest to appropriate departments to resolve complaints or provide suggestions

· Compute bills and take payments
· Contact housekeeping and maintenance departments when a problem is reported

· Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift
Secretary/Administrative Staff/Cashier

Prangels Fastfood and Bakeshop 
Davao del Sur, Philippines

Year 2007 - 2013
     *Duties and Responsibilities*
· Handling all word processing and typing

· Entered data for reports, production items, shipping and inventory

· Helped plan and organize company function

· Answered the telephone and represented the company in a professional and businesslike manner

· Maintain schedules and calendars

· Handling incoming call and other materials

· Set up and maintain filing system

Assistant Ticketing Clerk

Salvador Travel Agency

Digos, Davao del Sur, Philippines 
Year 2006 – 2007

     *Duties and Responsibilities*
· Handling all word processing and typing

· Entered data for reports, production items, shipping and inventory

· Helped plan and organize company functions

Administrative Staff

Office of the City Planning

Digos, Davao del Sur, Philippines 
Year 2003 – 2006

     *Duties and Responsibilities*
· Manage and distributing information within an office

· Handling telephone calls, taking memos, and maintaining files

· Prepare and modify documents including correspondence, reports, drafts, memos

· Coordinate and maintain record and files

Trainings:
· Customer Service and Handling Complaints (Fairmont Hotel Abu Dhabi – May 29th ,2016)

· Gender Statisctics: Data Gathering Presentation an Orientation (Digos City,Philippines – January 24th – 31st , 2003)
· Industrial Pollution Prevention ( December 09th ,2005)

Education:

Bachelor of Science in Commerce Major in Business Administration 
Year 2009

Cor Jesu College

Digos Cty, Davao del Sur, Philippines

Reference: Furnish upon request
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