ESTRADA
Estrada.356713@2freemail.com

PERSONAL INFORMATION

Age: 22

Date of Birth: July 18,1994

Place of Birth: Tarlac city

Gender: Female

Civil Status: Single


Nationality: Filipino

Religion: Roman Catholic

Language: Tagalog/English/Ilokano

Height: 5’4

Weight: 56Kg

WORK EXPERIENCE

Front of the House

Papa John's Burjuman

November 2016-Present

Front Desk attendant/Hotel staff

Gran Prix Hotel Tarlac

June 2016-September 2016

Assistant Restaurant Manager

KFC Baguio

July 2015-April 2016

Front Desk Attendant 

Hotel Elizabeth (Baguio City)

February 2015-April 2015

• Greet customers or visitors and provide appropriate information
• Receive telephone calls and direct them to the appropriate recipient
• Check-in and check-out guests
• Provide appropriate room availability and pricing information 

• Assist with customer or patient registration processes
• Explain company services and procedures
• Manage all items displayed on shift checklist
• Maintain daily forms and logs
• Ensure that inventory of supplies is handled carefully
• Assist marketing and administration departments with projects when required
• Arrange for the storage of incoming packages and mail
• Effectively deal with complaints by attempting to resolve them or forwarding them to the right manager
• Take reservation requests over the telephone or in person 
• Ensure that the front desk and surrounding areas are clean at all times

TRAININGS ATTENDED

Front Desk Attendant

Hotel Elizabeth

November 2014- January 2015

Hotel and Restaurant Services, APEX Shipboard Fmiliarization Program

St. Leo the Great Vessel, 2GO Express

April 4, 2014

Basic Barista

Technical and Educational skills Development Authority

Tarlac State University- Hotel and Restaurant Management Department

December 17-21 2012

Hotel Familiarization and Overview of Hotel Operations Seminar

Hotel Supreme Baguio City

January 30, 2012

EDUCATION

Tarlac State University -Tertiary

San Vicente Tarlac city

Bachelor of Science in Hotel and Restaurant Management

2010-2015

Victoria National High School

San Gavino Victoria Tarlac

Special Science Class

2006-2010

CERTIFICATES

Technical Educational and Skills Development Authority -TESDA

National Certificate in Cookery

Civil Service Commision- Career Service Professional Eligibility

Certificate of Eligibility

Skills
• Excellent customer service skills
• Strong interpersonal skills to deal effectively with all business contacts
• Professional appearance
• Able to work varied shifts, including weekends and holidays
• Language: Able to communicate in English, in both written and oral forms
• Profound ability to process cash transactions accurately

• Knowledgeable on POS machines

• Knowledgeable on Oasis and IFCA system

• Multi Tasking

I hereby certify that the above information given are true and correct as to the best of my knowledge.

                                                          Applicant

