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FILBERT 
FILBERT.346475@2freemail.com  



 OBJECTIVE
     To be a member of an institution that would enable me to enhance my skills and acquire more experience in any customer service positions that allow me to share my knowledge and skills based on my previous job position as a Concierge/Receptionist/Sales/Front liner. I believe that if I have the chance to work in your good company, I will bring my experience and also passion in the job.


WORK EXPERIENCES:
Sr.Receptionist/Concierge
Saudi Airlines Catering Company Al Fursan Department Riyadh, Kingdom of Saudi Arabia (December 22, 2013 – July 7, 2016)
· Meet and Greet.

· Welcome customers upon entrance and departure.
· Responsible in the announcement system within the lounge.

· Receive, store, and deliver luggage and mail.
· Responsible in the Front Desk Orderliness.
· Handles guests’ complaints.
· Answering questions about what the hotel offers and the surrounding area. 
· Maintains safe and clean reception area by complying with procedures, rules, and regulations. Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Responsible in the daily Shift End Report.
· Responsible for the safe keeping of the Lost and Found.
Concierge/Bellman
Eastwood Richmond Hotel Eastwood City Bagumbayan, Lungsod Quezon 1110, Philippines (February, 2013-September, 2013)
· Meet and Greet.
· Welcome customers upon entrance and confirm reservations.
· Pick up and deliver items, or run errands for guests.
· Perform office duties on a temporary basis when needed.
· Provide information about local features such as shopping, dining, nightlife, and recreational destinations.
· Make travel arrangements for sightseeing and other tours.
· Provide information about local features such as shopping, dining, nightlife, and recreational destinations.
· Receive, store, and deliver luggage and mail.
Salesman
Bench Company 2214 Tolentino St. Pasay city, Philippines (November, 2009 - February 2011) 

· Greeting customers who enter the shop.
· Be involved in stock control and management.
· Assisting shoppers to find the goods and products they are looking for.
· Being responsible for processing cash and card payments.
· Stocking shelves with merchandise.
· Answering queries from customers.
· Reporting discrepancies and problems to the supervisor.
· Giving advice and guidance on product selection to customers.
· Balancing cash registers with receipts.
· Dealing with customer refunds.
· Keeping the store tidy and clean, this includes hovering and mopping.
· Responsible dealing with customer complaints.


SEMINARS/WORKSHOPS/AWARDS ATTENDED: 
· Integrated For Training customer Service For Excellence  (October 25-0ctober 29 2016)
· Employee of the Month  Saudi Airlines Catering Co. Riyadh, KSA  (July 2014)

· Port key Travel Consultancy Services Office staff(OJT)  (November 2011- February 2012)   
· International Tour Singapore-Malaysia (September 18 – 22  2011)
· Organized1st “Gear One” Car Show Far Eastern University, Manila (October, 2010)

· Training on Bench Co.  Sales crew (November, 2009)
· Uniforma Evolution Far Eastern University, Manila   Participant   (September, 2008)





EDUCATIONAL BACKGROUND
              2006- 2012                                               Tertiary Education 
                                                                               Far Eastern University 
                                                                               Sampaloc, Manila
                                                                               Bachelor of Science in Commerce
                                                                               Major in Tourism Management

               2002- 2006                                              Secondary Education
                                                                               Morong National High School
                                                                               High School Department
                                                                               Tomas Claudio, St. Morong Rizal

               1996- 2002                                               Primary Education
                                                                                St.John Hill Academy       

                                                                                Calero,Morong Rizal


APTITUDE/SKILLS:
     • Computer Literate (Microsoft Word, Excel, PowerPoint)
     • Can Communicate well in English Language (Oral & Written)
     • Knows Basic Nihonggo
     • Knows Basic Arabic
     • Awareness in Amadeus online booking (Airline)
     • Events Management Skills

     • Strong interpersonal communication skills and ability to think independently and

        Follow through effectively.
     • Knows Basic Opera PMS.

     • Customer Service Excellence.
     • Flexible and amendable to graveyard shifts and shifting/rotation of schedules
     • Willing to undergo training and seminars, and of good moral character



PERSONAL INFORMATION 

                      Civil Status   : Single 
                      Sex            : Male
                      Date of Birth: August 30, 1987
                      Place of Birth: Morong Rizal
                      Height         : 5’6”
                      Weight         : 150 lbs.
                      Nationality    : Filipino
                      Religion       : Roman Catholic
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