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	PERSONAL  INFORMATION
	

	
	

	Date of Birth

Nationality

Highest Educational Level

Visa Status
	30thJanuary 1986
Filipino

Bachelor’s Degree

Visit

	
	

	SUMMARY
	

	
	More than 5 years of work experience in food and hotel industry and customer service, recruitment and data researching has acquired me to be more competitive and efficient with the field I choose to be part of.

	
	

	WORK EXPERIENCE
	

	Aug 2014-Jan 2015


	FINEST ASIA RESOURCES INC.                                      MAKATI, PHILIPPINES

One of the top licensed recruitment agencies in the Philippines.

Deploying thousands of Filipino workers around the world.

	June 2012 – Jul 2014
	CUSTOMER SERVICE / RECRUITMENT OFFICER
· Experience with sourcing and screening profiles thru job portal ( Workabroad, Jobstreet and own company Databank)
· Conduction walk-in interview for skilled and non-skilled positions.
· Gathering Information by conducting telephone interview from Candidate’s competencies, technical skills, interest towards the job and qualification and other personal information (Present and Expected Compensation, Joining time, Relocation issues etc.)
· Expertise in dealing with online and media prints & placement consultant for hiring positions.
·  Sending CV/resume of qualified candidates for the 13active accounts handled.
· Responsible for sorting CV’s, preparing line-up for interview and assisting employers during Interviews.
· Responsible for the medical schedule and follow-ups of the hired candidates.
· Updating the hired candidates, manager and employers regarding the status of the hired candidates.
· Preparing Daily, Weekly and Job Order reports.
ALROMAITHI INT’L MANOWER SERVICES INC..
A licensed recruitment agency specialized in manpower supply to our client in UAE, K.S.A, KUWAIT and BAHRAIN.
	PHILIPPINES

	
	DOCUMENTATION/ RECRUITMENT STAFF

	
	· Accepting application and screening of candidates.
· Sending CV and other documents of the qualified candidates to our partner company abroad.
· Responsible for the gathering and reviewing of all required documents of the hired candidates.
· Responsible for the visa and contract of the hired candidates.
· Responsible for screening emails and phone inquiries.
· Updating the record of the applicants in the company database.
· Preparing summary report for the status of the hired candidates for the Manager and partner companies abroad.
· Assisting employers during interviews.
· Preparing office supply inventory and purchases.

Other duties and responsibilities:

· Provide administrative support if necessary.


	
	

	April –June 2011
	King loui’s grill and bar

A top restaurant known for its service and steak and other menu located in Vivo City Mall.

	SINGAPORE

	
	WAITRESS

	
	· Assisting customers to their proper/reserve table.

· Taking orders.

· Food runner/ server.

· Attend/Handling customer’s requests and complaints and solving it as soon as possible.
· Provide support to the Bar section if necessary.
· Cleaning the whole premises of the Restaurant before opening and closing.
· Making sure the harmonious day to day operation of the restaurant.


	April- Oct 2009


	WALING-WALING BEACH HOTELBoracay Island, Aklan
A First class beach hotel located in Station 1, Balabag

Boracay that offers world class services and perfect beach front view 

for the guest.

	                                 2007 -2010


	FRONT OFFICE CLERK
· Welcome guest upon arrival.
· Attend to customers and guest inquiries regarding hotel bookings and water sports activities.
· Making On-line bookings and reservation for our walk in guests.
· Preparing weekly stock inventory report.
· Communicates with housekeeping and kitchen department regarding the hotel bookings for the smooth operation of the hotel.
· Preparing reservation and booking report to the front office manager.
NATIONAL STATISTICS OFFICE

A Government branch which handle research gathering about the community and other important required records for the planning and implementation of government projects and policies.
	RoxasCity, Capiz

	
	PROVINCIAL VERIFIER (POPCEN PROCESSING)                  July-December 2010

	
	· Verify finished forms for correct data entry and codes.
· Preparing reports for provincial and national office.

	
	

	
	ASST. AREA SUPERVISOR( 2010 POPCEN)                           April-June 2010Pontevedra, Capiz
· Supervising (Public School Teachers) Team supervisors and enumerators with proper data gathering and entry.
· Attend to community complaints and meeting with the government officials.
· Checking day to day output of every team and the status of the enumerations and data gathering.
· Review and Check the correct data entry of every finished forms submitted by Team supervisors.
· Prepare all finished forms to be submitted to provincial office.

· Prepare reports for the provincial and national office.

· Responsible for distribution and collection of all the materials (books, forms, etc) before and after the enumeration.



	
	

	
	STATISTICAL RESEARCHERJuly-Sep 2008  Regional office, Iloilo City
· Visiting every sample barangay in 3 provinces within the region.

· Gathering correct data from sample household given by the national office.

· Checking the correct data and code entry by other researcher.

· Preparing progress report the Team supervisor.
STATISTICAL RESEARCHERJan- Jun 2008
Provincial Office, Roxas City
· Visiting the sample household within the province given national office.
· Gathering correct data from sample household.

· Checking the information from previous records of the sample household.

· Calculate each sample household expenses every 6 months.

· Preparing a Progress report for the provincial office.

ENCODER (2008 CENSUS OF POPULATION)Sep-Dec 2007
Provincial office, Roxas City
· Checking correct codes entry for every data in the form used in the enumerations.
· Preparing a daily progress report for each output.
TEAMSUPERVISOR(2008CENSUS OF POPULATION)Jul- Aug 2007

District Office, Pontevedra
· Supervising enumerators/ interviewer with how to survey and gather information from each household.
· Responsible for all the forms and reports.

· Meeting with each barangays officials for briefing and courteously call to introducing the enumerators for each barangay.
· Checking correct data entry for each finished forms.

· Preparing a progress report to be submitted to the Area Supervisor.

	
	

	EDUCATION & TRAININGS
	

	
	

	2002- 2007
	Graduate of BACHELOR OF SCIENCE in TOURISM
Central Philippine University, IloiloCity, Iloilo

	
	

	          Aug 2007- Mar 2008
	CAREGIVER
Lifeline, RoxasCity, Capiz



	August 2006
March 2006
	BASIC SAFETY TRAINING
Far East Maritime Foundation, INC.
ABACUS 1 ( ABACUS AIRLINE RESERVATION)

Abacus, Makati, Philippines

	
	

	Nov 2006-Feb 2007
	ON THE JOB TRAINING

Swire Travel Philippines INC., MakatiPhilippines

	

	

	PERSONAL SKILLS & COMPETENCIES
	

	
	

	Mother Tongue
	Filipino

	
	

	Other Language/s
Civil Status
	English
Single

	
	

	Organizational Skills and Competencies
	· Management and administration as I was appointed asRecord and appointment Secretary for our School student Organization (CPUREPUBLIC).
· Coordination with other committees.

	
	

	Technical Skills and Competencies
	· Capable of using computer software like MS Word, Outlook, PowerPoint, Excel, as well as internet browsing.

· Can operate common office equipment like computer, fax machine, photocopier and binder machine among others. 

	
	



