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CYRIL
CYRIL.364484@2freemail.com  

   To acquire a position in an institution that will fully utilize my skills and will help in the achievement of the institution’s goal.

Front Office Supervisor (July 2015 – May 2016)

The Country Club Hotel

Dubai, United Arab Emirates

· Maintains continuous contact with Hotel guests to ensure that any problem or complaints are handled quickly, efficiently and courteously.

· Stays up to date on room rates, packages, discounts, and how to handle each as well as how each relates to other departments.

· Develops good working knowledge of reservation department, take same day reservations when necessary.

· To ensure that the police report is properly maintained on a daily basis.

· To handle guest’s complaints in accordance with The Country Club Hotel policies and procedures.

· Performs any duty assigned by management.

Front Office Receptionist (May 2013 – July 2015)

The Country Club Hotel

Dubai, United Arab Emirates

· Greet visitors warmly and make sure they are comfortable.

· Registers guests and assign rooms, accommodate special requests whenever possible.
· Handles check in and checkouts efficiently in a friendly, professional manner.
· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook

· Answer phones and operate a switchboard.

· Route calls to specific people.
IT Staff In-charge (June 2012 - February 2013)

Epson Precision Philippines, Inc (EPPI) 

Lima, Malvar, Batangas, Philippines

· Monitoring and maintaining computer systems and networks

· Testing and evaluating new technology

· Investigate user problems and needs, identify their source, and determine possible solutions

· Analyze user project proposals to include identifying potential problem areas and recommend optimum approaches for project path

· Providing support, including procedural documentation and relevant reports

· Talking staff/clients through a series of actions, either face to face or over the telephone to help set up systems or resolve issues

Sales Staff (June 2011 – March 2012)

Penshoppe SM City Lipa

Ayala Highway, Lipa City, Batangas, Philippines

· Greeting and acknowledging every customer.
· Making effective and pleasant communication with the customer.
· Convince customers to buy our products.

· Maintain solid product knowledge.
· Ensure customer focus is prioritized at all times.

· Provides courteous, knowledgeable assistance to customers.

· Arranging for appropriate display of goods.
· Assists customers in locating merchandise.

· Communicate customer requests to management.
· Maintain an awareness of all promotions and advertisements.
On the Job Training (Nov. 2011- Feb. 2012)

Data Entry Clerk

Lacorte Manpower Training Corporation (LMTC)

Antipolo Del Sur, Lipa City, Batangas, Philippines

· Excellent computer skills including Excel, Word, Power Point applications

· Transmit information / document to clients using computer or mail.

· Responsible in filing all documents on hard copy & electronically.

· Prepare and send correspondences through MS Outlook.

· Keyboarding/data encodings
· Devising and maintaining office systems, includingdata management and filing.


Employee of the Month (June 2015)

Winner of Smiley Campaign (1st Quarter)

Employee of the Year (2015)
Customer Expectations and Feedback

Communication & Body Language Skills

Up-Selling Techniques

The Country Club Hotel

Dubai, United Arab Emirates

Bachelor of Science in Information and Technology

STI College Lipa

36 C.M Recto Avenue, Lipa City, Batangas, Philippines

2008-2012

Pinagkawitan National High School

Pinagkawitan, Lipa City, Batangas, Philippines

2004-2008

Pinagkawitan Elementary School

Pinagkawitan, Lipa City, Batangas, Philippines
1998-2004

· Written and verbal communication skills
· Knowledgeable in Computer
· Well organized

· Good planning and problem-solving ability
· A responsible attitude and able to work independently

Age:


25 years old

Birth Date:

February 27, 1992

Civil Status:

Single 
Citizenship:

Filipino

Height:


5’4

Religion:

Catholic

Visa Type:

Long Term Visa

Available upon request
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