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PROFESSIONAL PROFILE

• Enthusiastic self-starter, ready to meet international challenges, with the ability to assimilate new cultures and disciplines.

• Dynamic team leader who is adept at leading, energizing, motivating , developing individuals and teams to meet organizational goals and objectives.

• Well-versed in spoken and written English, proficient user of MS Word, Excel and Office Outlook, ability to deliver courteous service in correspondence through mail and telephonic means.
CAREER OBJECTIVE

Trained individual, in pursuit of a Receptionistposition in a competitive company. Seeking to apply my skills, trainings and experience to steer progressively both the growth of my career as well as that of the establishment. My experience of five years working in the hospitality industry should help me achieve this objective with a lot more ease.
WORK EXPERIENCES
Office Secretary
Advertising and Publishing 
Philippines
(Aug 15, 2014 – Apr 15, 2015)
Responsibilities:

Prepare and manage correspondence, reports and documents.Organize and coordinate meetings, conferences, travel arrangements. Take down, type and distribute minutes of meetings. Implement and maintain office systems.Maintain schedules and calendars.Arrange and confirm appointments, handle incoming mail, set up and maintain filing systems,
maintain databases, communicate verbally and in writing to answer inquiries and provide information.Liaison with internal and external contacts. Coordinate the flow of information both internally and externally.
Hostess (Restaurant)
Abu Dhabi, UAE
(Feb 17, 2013 – July 4, 2014)
Responsibilities:
Ensures that guests receives courteous and efficient service at all times. Responsible for the reservations and carrying out guest’s profile in the ResPak system. Welcoming and seating the guest. Providing the best possible suggestions and information to the guests with regards to food, beverage and any other concerns. Display professional image and be able to handle complaints should one arise at the workplace.
Hostess
Maafushivaru Island Resort
Republic of Maldives
(Feb 11, 2011 – Dec 12, 2011)
Responsibilities:
Responsible in welcoming the guests upon arrival providing welcome drinks. Makes sure that guests are provided with the needful information regarding their corresponding package and be flexible to offer some alternatives and communicate to the immediate superior on duty. Makes sure that drinks order are all placed and served to the guests with courtesy at all times.
CERTIFICATION/APPRECIATION
Rotana LIFE Card (Friendly)
Given 14th day of April 2014
Chaine des Rotisseurs
Gala Dinner 
15th day of May 2013
TRAININGS / SEMINARS
Essential Food Safety Training
RMK Experts UAE
12th day of June 2013
Basic Food Hygiene
E-Cristal KSA
12th day of February 2010
Integrated Hotel, Restaurant & Passenger Ship Operations
Cinelle Training Consulting Center Inc. Philippines
17th day of January 2009
EDUCATIONAL BACKGROUND
Bachelor of Science in Nursing
(Under Graduate)

2003-2005

PERSONAL DATA
Date of Birth: 

30 June 1986
Citizenship:

Filipino
Marital Status:

Single
Languages:

Tagalog (Mother Tongue)
English (Excellent)
Interests: 

Reading, Billiards, History
References available upon request
