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Name
   :
KRISTEL 
Email
   :
KRISTEL.351077@2freemail.com 


OBJECTIVE
Seeking a position of Receptionist where expertise in greeting customers, answering phone and handling mail will be fully utilized to increase the company’s client base and operational efficiency.



WORK EXPERIENCE
YEAR:

Jan. 2016 - June 2016
POSITION:
Receptionist
LOCATION:
121 Grille and Restaurant

3rd floor, BGC Stopover Pavillion, Rizal Drive Corner, 31st Street, Taguig, Metro Manila, Philippines
YEAR:
Feb. 
Jan. 2014 - Dec. 2015      

POSITION:
Receptionist 

LOCATION:
The Black Pig Bar & Restaurant, Commercenter Building, Filinvest Ave., Alabang, Muntinlupa, Philippines
YEAR:
Feb. 
Mar. 2012 – Jan. 2014

POSITION:
Cashier

LOCATION:
121 Grille and Restaurant, City Walk 2, Eastwood City, Bagumbayan Libis, Quezon City, Philippines
YEAR:

Oct. 2011 – Feb. 2012
POSITION:
Office Staff

LOCATION:
Grace Park, Caloocan City, Philippines


SKILLS
· Ability to monitor and control the front and back of house operations

· Skilled in team building, supervision and training

· Controlling quality, sanitation and security features

· Excellent in guest services
· Strong interpersonal and communication skills
·  Can-do attitude and ability to think outside the box
·  High attention to detail
·  Able to stand for extended periods of time
·  Avid understanding of front desk operations
·  Good time management skills
·  Excellent telephone etiquette
·  In depth knowledge of administrative and clerical protocols
·  Knowledge of customer services practice
· Setting strategies for marketing and sales campaigns



ACHIEVEMENTS / PROJECTS

· Trained and then deployed new staff batches of hosts and other general employees for the restaurants branches.



EDUCATION
Secondary-2002-2006 (San Jose High School)

Mauban St., Quezon City, Philippines


PERSONAL INFORMATION

AGE

: 
26 Yrs. Old
BIRTHDATE
: 
June 14, 1990

STATUS
: 
Single

CITIZENSHIP: 
Filipino

WEIGHT
:
120lbs.

HEIGHT
:
5’7

CHARACTER REFERENCES

Can be provided upon request.
