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Objective


To be hired as an employee and obtain a position where I can effectively apply my skills and knowledge I’ve learned and grab the opportunity to work in your company.

Professional Skills:

· Computer Literate - Proficient in some variety of software packages including Microsoft Office Word, Excel, and PowerPoint
· Excellentcommunication and interpersonal skills

· Leadership skills

· Hardworking and able to work in any changing schedules
· Detail oriented and resourceful in the completion of tasks with ability to multi-task effectively
· Career Service Professional Eligibility (April 2014)

· One of the organizers of the event – “Biggest Heart of the Island: Creating New Boundaries in Photography through Unleashing its Exquisite Beauty”

Professional Experiences:
· Front Office Administrator
Resort and Spa
November 2014 – April 2015

Duties and Responsibilities:
· Handles and records all incoming and outgoing telephone calls

· Assist and accommodate guests from the reception to its respective villa for orientation

· Keeps confidential records of guests checked in for filing
· Responsible for transportation arrangements upon guests request

· Monitor office supplies and requests

· Spa Receptionist
· Receive calls and guests; handle inquiries

· Monitor the schedules of the physical therapists
· Closely monitor the accessibility of amenities
· Housekeeping Supervisor
· Responsible of the entire resort accommodation- in and outside the villa

· Manages the housekeeping personnel’s attendance and performance

· Prepares and handles with close monitoring of the availability of amenities –released and received stocks
· Management Trainee / Area Supervisor 
Alturas Group of Companies – Island City Mall

July 2013 - October 2014
Duties and Responsibilities:

· Supervise, orient and train newly hired employees
· Coordinate with the coordinators of the consignees and outright for further development, especially  purchasing office and marketing
· Act as the representative of the division in meetings especially monthly meetings

· Prepares / make monthly reports and drafts the minutes of the meeting in monthly departmental business review
· Closely monitors and handles matters pertaining to day to day operations

· Monitors daily attendance of all staff with in the division

· Monitor availability and supply of stocks 

· Monitor released stocks and materials, require tools and equipment for all uses in the area as well as the delivery of items/stocks.

· Make monthly report of every area covered
· Responsible for employee’s schedule and performanceswith in the division, Evaluate grades of employee’s performance and attendances for renewal of contract
· Computes attendance of employees for payroll/salary purposes
· Canvass to others department stores for differences, changes and development versus our department
· Assist and accommodate customers
Educational Background

· Graduated With Award

Bachelor of Science in TourismMajor in Travel and Tours


Bohol Island State University


CPG Avenue St., Tagbilaran City – Main Campus


 March 2013

· Graduated With Award
Holy Name University


Janssen Heights, Dampas District

Tagbilaran City Bohol


March 2009

·                  Graduated With Honors

Songculan Elementary School

Songculan, Dauis, Bohol

April 2005
REFERENCES:
Available upon request
