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Anna
Anna.348787@2freemail.com  
OBJECTIVE

A trustworthy, reliable and flexible person in and outside the workplace. Able to deal and handle clients to provide excellent service and increase the revenue of the company. Very willing to undergo a challenging position that would provide great opportunities for me to share what I have learned and would offer career development. To improve skills in my field and at the same time contribute to the betterment of the company.
EDUCATIONAL BACKGROUND

TERTIARY


: La Consolacion College  Biňan





  Bachelor of Science in Hospitality Management 





 
  Major in Hotel and Restaurant Management




  2012 – 2013

SECONDARY

: La Consolacion College Biňan





  2007-2008

PRIMARY


: South City Homes Academy





  2003-2004
WORK EXPERIENCE:
Company: CATHY VALENCIA ADVANCED SKIN CLINIC

Address: 2nd floor Westgate Hub, West Gate Centre, Filinvest Corporate City, Brgy. Ayala Alabang Muntinlupa City,Philippines
Position:  Aesthetic Specialist/Supervisor
Span of work:   August 2014- January 2017
Duties and Responsibilities: 

· Ensures that customers expectation are well managed and met.
· Ensures that customers are being follow-up regularly to foster good relationship, address concerns, gets feedback.
· Handles customer negotiations and closing of accounts.

· Helps company in reaching and exceeding sales targets/goals.
· Help facilitates internal group discussion to address customer requirements.
Company: VIVERE HOTEL AND RESORTS
Address: Alabang, Muntinlupa City
Position: Customer Service Assistant
Span of work: February-May 2013 
Duties and Responsibilities: 
· Performs various tasks like guest services and administrative support.
· Make sure that there are plenty of those items in stock to meet guests' needs
· Take guests' orders, served meals, and making sure that they have everything they need.
Company: MAX’S RESTAURANT
Address: Biñan City Laguna,Philippines
Position: Customer Service Assistant

Span of work: December-January 2013

Duties and Responsibilities: 

· Introduces the company, explains product.
· Promotes and maintains good customer business relationship.
· Handling complaints and passing them on to a manager if required.
ACHIEVEMENTS


Scholar of Mother Rita Barcelo (2009-2013)

Auditor of Student Supreme Council (2009-2010)

KEY SKILLS AND COMPETENCE

· Computer literate on using the Internet, Microsoft Word, Microsoft Office Picture Manager, Microsoft Office Power Point

· Good speaking skills (English, Filipino)
· Willing to go through training which will have need of new learning experiences valuable in achieving company’s goal and satisfaction 
· Do paper works like Monthly Sales Report, Monitoring of Inventory, Weekly Schedule and Deposits cash/cheques
· Presenting, Push Sales/Promotions
· Team Player and Cooperative
I hereby certify that the above information are true and correct in the best of my knowledgement and belief.

