Rose.359196@2freemail.com 

Rose 
Dear Sir / Madam,

I am very interested in this opportunity, and believe that my education and employment background will make me a perfect candidate for the position.

I have been employed as a Receptionist and Office Staff in the past and know that this position needs someone like me that has the ability to prioritize and multitask. Working in the Corporate Hospitality industry has been the perfect training arena for me. Not only has it trained and prepared me for all types of experiences dealing with customer service, but also taught me how to think on my feet and become an expert problem solver.
When it comes to being trained on new computer programs I have to say it is my strength. I worked with PC background and I love to be challenged and to learn new things. 

Working and interacting with people, team work, problem solving, and learning new things is what keeps me stimulated and engaged. I believe these qualifications, in addition to my positive outlook and capabilities in working well with others will help your company attain its goals. I look forward to meeting with you to discuss the job position further.


PERSONAL DETAILS
Gender

:         Female
Age                         :         26 years old
Visa Status

:
Finished Contract
Languages

:
Tagalog, English & Japanese
OBJECTIVES:
· To work for a progressive organization in a highly motivating and challenging environment that provides the best opportunities to grow and utilize my potential to the fullest to achieve the organization’s goal while achieving my personal goals.



JOB DESCRIPTION:
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· 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.

· Contributes to team effort by accomplishing related results as needed.
· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping   customers informed of order status.

· Updates job knowledge by participating in educational opportunities
 CORE COMPETENCIES:
· Computer literate (Microsoft Word, Excel, PowerPoint Presentation, PDF Files)

· Fluent in English, Japanese and Filipino written & verbal communication

· Flexibility and easily adapt in field, Team Player, Fast Learner, Hard Worker, Multitasking ability
· Customer relationships

· Customer complaints and resolutions

· Training & developments

· Performance management
· Verbal and written communication skills

· Professional personal presentation    

· Information management

· Organizing and planning

· Attention to detail

· Initiative and Reliability

· Stress tolerance

  EDUCATIONAL QUALIFICATIONS:
· Short Course from TESDA (Telemarketing) 
 April 2012
· Bachelors at Sta. Cecilia College

BS Hotel and Restaurant Management 

2007-20011
· Secondary at Colegio de San Pascual Baylon
2003-2007
WORK EXPERIENCES:
· Accountant Reliever

HOMA HOTEL
Deira Dubai
   2016

· Front Desk Receptionist (GENERAL)
HOMA HOTEL/Homa Star Hotel
Deira Dubai, U.A.E.

(May 03, 2014 to Present)
· Assembler of Automatic Shutter
YABE SEISAKUJO (ヤベ せいさくじょ)

Sugeyama, Shizuoka City, JAPAN
(March 2013-February 2014)
· Sales Executive
SHIMAMURA GROUP (しまむら グルプ )
Sagara, Shizuoka City, JAPAN
(October 2012-March 2013)[image: image1.png]



