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OBJECTIVES:

To utilize my knowledge and skills I have learned from my course, trainings and work experiences, and at the same time to further enhance my skills and gain knowledge from one of the reputed companies across the globe.
TRANINGS AND SEMINARS:
· WOW Training Seminar  (World of Welcome) -  Hamad Medical Corp., Hospitality Dept. Doha Qatar –  Nov. 18, 2013
· Customer Service -  Hamad Medical Corp., Hospitality Dept. Doha Qatar – Nov. 25, 2013
· Telephone Techniques - Hamad Medical Corp., Hospitality Dept. Doha Qatar – Dec. 30, 2013    

· Complain Handling - Hamad Medical Corp., Hospitality Dept. Doha Qatar      

· BLS/AED -  Hamad Medical Corp., Hospitality Dept. Doha Qatar  – Aug. 26,2014

· World of Service Training Programme -  Hamad Medical Corp., Hospitality Dept. Doha Qatar  – Sept. 21,2014    

· World of Communication - Hamad Medical Corp., Hospitality Dept. Doha Qatar – Sept. 28, 2014
· Supervisory Skills - Hamad Medical Corp., Hospitality Dept. Doha Qatar – Nov. 2014

· World of Opportunity - Hamad Medical Corp., Hospitality Dept. Doha Qatar – Nov. 20, 2014
· Infection Control – Hamad Medical Corp.,

Hospitality Dept. Doha Qatar – Jan. 11, 2015

· Fire & Safety - Hamad Medical Corp,, Hospitality Dept. Doha Qatar – Jan.12, 2015

· Take The Lead - Hamad Medical Corp,, Hospitality Dept. Doha Qatar – March 24, 2015

Concierge Staff,  Vivere Suites, Alabang, Muntinlupa City (Hotel Practicum 400hrs.)

5102 Bridgeway Ave., cor. Asean Drive, Filinvest Corporate City, Alabang, 
Muntinlupa City, Philippines

Feb 2010- May 2010
· Bartending Seminar                                                                                  Padi’s Point, Malate    March, 2009
· Bed-making & Hotel   Familiarization  Demonstration                                                              Diamond Hotel           March, 2009              

· Basic Hotel Operations Seminar                                                       Bayview Park Hotel     March 2009

WORK EXPERIENCE:   
AMWAJ CATERING SERVICES

(HAMAD MEDICAL CORP.)

CLUB AND HOTEL /Al Sadd Guesthouse

Front Desk Receptionist

P.O.Box 3050 Doha, Qatar

September 2013- September 2015
DUTIES AND RESPONSIBILITIES:
· Responsible in checking in and out of Hotels guest (these guests are exclusively members of the medical group (e.g. Doctors (including international doctors) Hospital employees, staffs, and patience that needs long-term treatments.

· Assisting the guest to their room and explaining all the facilities that the hotels/guesthouse have.

· Showing the facilities of the hotel/guesthouse

· Receive, direct, relay telephone messages, and fax messages. 

· Respond to public inquiries. 

· Maintain the general filing system and file all correspondence. Monitor the use of supplies and equipments. 

· Coordinate the repair and maintenance. 

· Greet, giving them the welcome sweets and Arabic coffee.  Assist and/or direct Guest, Visitors, Doctors and Head Officers. Answer all incoming calls and handle caller’s inquiries whenever possible.
Yobhel International Manpower Services Inc.           

Receptionist/Secretary                                                         

1872 Remedios St. cor. Taft Ave., Malate Manila, Philippines 

 Dec 2012- July 2013
Royal International Hotel-Abu Dhabi
Front Desk Receptionist

P.O.Box 37399, Salam Street Abu Dhabi-UAE

December 2011-June 2012
DUTIES AND RESPONSIBILITIES:
· Knowledge in Opera System
· Responsible in checking in and out of Hotels guest
· Assisting guests and handling guests’ complaints.

· Receive, direct, relay telephone messages, and fax messages.

· Pick up and deliver the mail.

· Open and date stamp all general correspondence.

· Record and handle all incoming and outgoing couriers.

· Welcome visitors and guests and direct appropriately.

· Arranging maintenance visits and logging the duration thereof.

· Maintain the general filing system and file all correspondence.

· Respond to public inquiries

·  Provide word-processing and secretarial support.

· Order stock
Yobhel International Manpower Services Inc.           

Receptionist                                                         

1872 Remedios St. cor. Taft Ave., Malate Manila, Philippines 
 Dec 2010- Nov 2011   
Kenny Rogers Rosters
Frontline/Service Crew

SM South mall Las Pinas City, Philippines  
April 2005-May 2006    
DUTIES AND RESPONSIBILITIES:
· Providing excellent customer service, Greeting patrons once they are seated, Presenting menus to customers, Explaining menu items to customers, Answering questions from patrons about food and beverages, Taking food and drink orders, Up-selling additional food and beverage products to patrons, Sharing information with customers about the status of their orders, Refilling customer drink orders throughout the meal, Ensuring that customer orders are assembled properly in the kitchen, Delivering orders to customers, Finding out if customers need additional items, Verifying that customers are satisfied with their orders, Removing empty plates, used silverware, and soiled napkins from tables, Determining when customers have completed the meal, Attending scheduled team or shift meetings, Compliance with all relevant health department rules and regulations.
SKILLS:

·  Ability to handle multiple task and work under pressure

· Flexible personality, self-motivated, precise and dedicated

· Thrive on challenging task

· Knowledgeable in MS Office (MS Word, MS Excel, MS PowerPoint)
EDUCATIONAL BACKGROUND:
TERTIARY

Saint Francis of Assisi College

Admiral Village, Las Piñas City

Bachelor of Science in Hotel and Restaurant Management 

Sy 2006-2010
SECONDARY         

Mary Immaculate Parish Special School

Moonwalk Village, Las Piñas City

Sy 2001-2005 
ELEMENTARY 
Torrijos Central School

Poblacion, Torrijos Marinduque

Sy 1995-2001
PERSONAL DETAILS:
Age: 27 years old                                                                 Civil Status: Single                          
Weight: 55 kgs
Height: 5’ 4”                                                                           
Religion: Catholic                                                                 
Birth date: June 5, 1988               
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