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Summary and Objectives
Two years’ experience in hospitality industry providing exceptional customer service with over six years’ in computer field. Now seeking to respond to new challenges in an organization to contribute my proven ability to work cooperatively with all levels of staff utilizing my multicultural background.
Qualifications and Skills

· Good communication and listening skills where I can effectively communicate with guest and co-workers and able to understand instructions and carrying task properly and efficiently

· Flexibility in working conditions and willing to be trained
· Ability to handle multi tasks giving by the supervisor

· Courteous and attentive to guest/costumer

· Good in oral and written skills in English and Filipino

· Skilled in major relevant computer applications like MS Word, Excel and Internet

· Attention to detail and monitoring skills

· Good time management skills
· Basic knowledge in Opera System
EMPLOYMENT DETAILS
Company: Al Hoboob Company (Contractual)
Work site: Hyatt Place Dubai/Al Rigga - Dubai, UAE


          1 Jan 2015 to Present
Job Title: Telephone Operator
· Answers phone calls

· Transferring phone calls to guest rooms or in other areas of all departments

· Received, recorded, and relayed messages to guest

· Logs all wake-up call requests and performs wake-up call services

· Providing the customers necessary needs about hotel services

· Carry out basic administration tasks

· Providing guest request to take orders for room services

Company: Al Hoboob Company (Contractual)
Work site: Grand Hyatt Dubai - Dubai, UAE



 3 Oct 2013 to 30 Dec 2014
Job Title: Banquet Server
· Preparing and serving coffee breaks for events and meetings

· Preparing and arranging table placements and putting up a food on table as we are serving for all guest

· Providing the customers with their needs and welcoming politely

· Setting up, monitoring, refreshing coffee breaks in a meeting rooms, and buffet tables for specified function

· Setting up linens on tables and preparing anything else that may eventually set up the tables, such a salt, pepper, bread and rolls

· Attending the needs of the customer such as taking orders, refilling water, pass around food and drinks/alcohol drinks

Company: SPi Global, Negros Oriental, Philippines

              19 Feb 2007 to 5 Sept 2013
Job Title: Typesetter/Quality Assurance/XML Checker
· Responsible for typesetting and carrying out layout correction activity according to the SBU/Company’s productivity and accuracy standards and schedules

· Batches source documents according to predefined guidelines as well as job specifications and standards

· Proofreads produced proofs against source documents according to job specifications and standards

· Accomplishes daily performance sheet and ensures that all necessary data recorded are correct

· Evaluates the quality output of the file based on process flow of any given project

· Responsible for sgml/xml checking and modifying of article files in accordance to validity of SGML/XML declared marked-up language and for the conformity of the required DTD provided by the client

· Checks and corrects coded source documents for possible errors according to job specifications

ACADEMIC BACKGROUND
	Bachelor of Science in Hotel and Restaurant Management
Negros Oriental State University (NORSU)
	Dumaguete City, Negros Oriental, Philippines
2001-2005


TRAININGS ATTENDED
	Housekeeping  NC II

Asian College of Science and Technology
	Dumaguete City, Negros Oriental, Philippines

August 2012 - January 2013


PERSONAL INFORMATION
Nationality

: Filipino
Gender


: Female
Date of Birth

: 24 June 1984
Height


: 5’1”

Weight


: 121 lbs.
Civil Status

: Single

Religion

: Roman Catholic
Languages

: English and Filipino
Visa Status

: Employment Visa
References available upon request
