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OBJECTIVE:
Seeking and obtaining a challenging career that utilizes my skills in my area of competence and enriches my knowledge, and gives me a chance to be part of a team that contributes towards the growth of an organization.
SKILLS:
• Cashiering                                                                          • Check-in and Check-out procedures
• OnQ front office system                                                 • Professional guest’s service
• Receptionist/hostess skills                                             • Good Communication Skills
• Telephone operator                                                        • Public Relation Skills
• Computer Literate - esp. Microsoft office                   • Team Membership
• Good Interpersonal Skills                                               • Admin Assistant / Office works 
• Sequence of service in a fine dining, a buffet, an ala carte, or a lounge restaurant

 
WORK EXPERIENCES:
Hilton Hotel Doha
Doha, Qatar
March 1, 2014- September 10, 2014
Position: Guest Service Agent/ Front Desk Receptionist
Responsibilities: 
To check-in and check-out guests in the hotel
To assist and welcome the guest
Works as telephone operator
Settles bill charges of every guest and closes cashiers 
To anticipate guest needs, and handle guest inquiries in a helpful and attentive manner
To make guests’ stay memorable and pleasant
To meet the guests satisfaction
To interact with guests through kind and pleasant conversation
Hilton Hotel Doha
Doha, Qatar
June 27, 2013- February 28, 2014
Position: Department Trainer
 
Responsibilities:
To train new hired staff regarding the menu and proper service and to remind or refresh menu and service knowledge with the old staffs
In-charge for communicating with the human resources and training manager regarding trainings, seminars, practical, online and written exams.
Update monthly training calendars
To help the manager do reports regarding job of each staff within the outlet
To assist management reviews regarding degree of satisfaction of each guest through comments and surveys
Trader Vic’s - Hilton Hotel Doha

Doha, Qatar

May 9, 2012 – February 28, 2014
Position: Waitress/Cashier/Hostess
 
Responsibilities:
To welcome guests in the restaurant
To receive calls for reservation and inquiries
To book guests for dining
Sitting the guests in the lounge and restaurant
Organize and arrange parties in the restaurant
Settle/close bills of every customer and to report final cashier 
Take orders of every guest
To serve orders like foods, mocktails and cocktails
Set-up table
Maintain the cleanliness of the table and also the place itself
Station and table holder
Dining food attendant
Opening and closing the restaurant
Ensures all mis en place be prepared from opening to closing
 
Alarm Security & Investigation Services Inc.
San Antonio Village Pasig City
June 21, 2011-April 2012
Position: Accounting Personnel – Payroll Department (Paymaster)
 
Responsibilities:
Responsible for the computation of salary for every personnel in the company
Prepares certificates (e.g. Certificate of Employment) for the employees who are asking
Follow-up the detachments/clients if there are some adjustments regarding the salary and billings
Release payslips and other important documents
Compute and prepare vouchers for cash bonds for those who resigned
Answers concerns of the employees regarding salary
 
Diosdado Macapagal International Airport
​Practicum 2
​November 7, 2010- December 17, 2010
Position: Passenger Service Assistant- Trainee
​
Responsibilities:
​Monitor the flow of passengers within arrival and departure area.
​Address guests’ concerns.
​Customer assistance
 
Rajah Tour Philippines, Inc.
​Practicum 1
​Summer 2010
Position: Trainee
 
Responsibilities:
​Answer telephone calls
​Documents filing
​Faxing documents
 
ACHIEVEMENTS:
*Civil Service Eligibility 
*TripAdvisor best comments/feedbacks awards for January 2013, July 2013, August 2014
*Awarded as Best Trainer of the month of Hilton Doha for August and September 2013 
*Awarded as Best Trainer of the year of Hilton Doha for 2013

*Recognized as one of the Best Top 20 employees of Hilton Doha for the month of June and August
* Graduated college as Cum Laude
* Dean’s Lister, from First Year to Fourth Year College
* Awarded a Certificate for a top in Principles of Tourism 1 Subject, College of ​Accountancy and Commerce, Saint Louis University- September 30, 2007
* Graduated High School with award – April 2007
* Graduated Elementary as Valedictorian – April 2003
 
PERSONAL INFORMATION:
​Date of Birth: August 18,1991                                      Place of Birth: Burgos, Isabela Philippines
​Age: 23 years old​                                                            Civil status: Single 
​Sex: Female                                                                      Religion: Latter-day Saints (Mormon)
​Citizenship: Filipino                                                        Language Spoken: English, Tagalog
​Height: 5’5                                                                        Weight: 57 kg
​
VISA STATUS:

Type of Visa: Visit Visa

Duration: 1 month (renewable- can be extended for another month)
Date of Entry: December 30, 2014
 
EDUCATIONAL BACKGROUND:
Bachelor of Science in Hospitality and Tourism Management- Major in Travel and Tours Management
June 2007- March 2011
Saint Louis University
Baguio City, Philippines
​
Secondary Education
​2003 - 2007
​Regional Science High School
​Annafunan, Tumauini, Isabela, Philippines
 
​Elementary Education
​1997 - 2003
​Catabban Elementary School
​Catabban, Burgos, Isabela, Philippines
​
 
SEMINARS / TRAININGS/ WORKSHOPS ATTENDED:
Guest Service Agent Cross Department Training                          Hilton University OnQ Courses
Hilton Hotel                                                                                          Hilton Hotel
Doha Qatar                                                                                           Doha, Qatar
July 20, 2013 - February 28, 2014



     September 10, 2014














Train the trainer





    CRM Training 
Hilton Hotel






    Hilton Hotel
Doha Qatar






    Doha Qatar
July 2013






    September 2012

Make It Right Training





    HABC Food Safety in Catering
Hilton Hotel






    Hilton Hotel
Doha Qatar






    Doha Qatar

September 2012





    September 2012
  
Food-handlers Training




   Career Development Seminar
Hilton Hotel






   St. Louis University,
Doha Qatar






   Baguio City Philippines

May 2012






   September 2010
 
