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MARIEL 
MARIEL.339229@2freemail.com  
OBJECTIVES:

To obtain a position of responsibilities that utilizes my skills and experience and keen to work in an environment where I can enrich my knowledge.
PERSONAL DATA:

Date of Birth
: October 12, 1993

Place of Birth
: Tripoli, Libya
Nationality
: Filipino

Civil Status
: Single

Languages
: English, Tagalog
SKILLS
· Able to get along well with co-workers and accept supervision.
· Ensure tasks are completed correctly and on time.
· Excellent written and verbal communication skills.
· Computer literate (Microsoft Word, Microsoft Excel, Microsoft PowerPoint).
· Can do multiple tasks.
· Can work under pressure and extensive long hours.

EDUCATIONAL ATTAINMENT

Institution

: St. Dominic College of Asia - Philippines
Degree


: Bachelor of Science in Tourism Management

WORK EXPERIENCE

Period 

: OCTOBER 2014 – NOVEMBER 20, 2016 (finished 2 years contract)
Organization

: KANA CAFÉ   (Business bay, Dubai, UAE)
Designation   
: Receptionist/Cashier
Duties and Responsibilities

· Greets guests, escorts them to tables, and provides menus.
· Handling all the cash transaction of an organization
· Receive payment by cash, cheque, credit card etc.
· Checking daily cash accounts.
· Answer, screen and forwarding any incoming phone calls while providing basic information when needed.
· Check-in with guests to ensure that everything is going well.
· Deliver guest’s bill and thank them for dining at the restaurant.
Period 

: MARCH – SEPTEMBER 2014
Organization

: PHILIPPINE AIRLINE FLIGHT DECK CREW TRAINING
Designation   
: Receptionist/Office Assistant
Duties and Responsibilities

· Answer phones and transfer to the appropriate staff member.
· Take and distribute accurate messages.
· Greet public and clients and direct them to the correct staff member.
· Coordinate messenger and courier service.
· Receive, sort and distribute incoming mail.
· Monitor incoming emails and answer or forward as required.
· Prepare outgoing mail for distribution.
· Fax, scan and copy documents.
· Maintain office filing and storage systems.
· Update and maintain databases such as mailing lists, contact lists and client   information.
· Retrieve information when requested.
· Update and maintain internal staff contact lists.
· Coordinate and maintain staff administrative records such as staff parking, staff phones and company credit cards.
· Type documents, reports and correspondence.
· Organize travel arrangements for staff.
· Coordinate and organize appointments and meetings.
· Assist with event planning and implementation.
TRAINING EXPERIENCE

AMADEUS BASIC COURSE

Canadian Tourism & Hospitality Institute

2F Paragon Plaza, EDSA corner Reliance St. Mandaluyong City

On-the-job Training 

Front Office Department

Astoria Plaza – Pasig City, Philippines

DEPARTMENTS:

· Front Office

· Bell Service
· Telephone Operator
· On-the-job Training 
Travel Agency

Oniwa Travel & Tours Inc. – Las Piñas City, Philippines
DEPARTMENTS

· Front Office
SEMINARS ATTENDED:
SUPERSTAR VIRGO

Cruise Overview
· Food And Beverages Operations

· Front Office Operations

DUSIT THANI MANILA
4th Annual General Assembly and Hotel Exposure

· Front Office

MICROTEL CABANATUAN
· Front Office Management

· Barista and Entrepreneurship

SOFITEL PHILIPPINE PLAZA

3rd Annual General Assembly with Lecture Series and Hotel Exposure
HYATT HOTEL AND CASINO MANILA
· Front Office Operation
· Food and Beverages Operations

MARRIOT HOTEL PHILIPPINES

2nd Annual General Assembly and Hotel Exposure
I hereby certify that all information is true and correct.
