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CAREER OBJECTIVES:


 To pursue a highly career, seeking for a job in challenging  and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth. 

CAREER PROFILE

· Proven record of reliability and responsibility.

· Relate well to people from a variety of cultures.

· Resourceful problem solver, capable of implementing solutions to complex problem.

· Remain calm and professional throughout critical incidents.

· Computer Literate – Thorough knowledge of MS Office Applications (MS Word, Excel, PowerPoint, outlook etc.) 

        
Internet and Basic Computer Troubleshooting.  

· Ability to multi-task, excellent communication and organization skills – both oral & written.

WORKING EXPERIENCE

(July 1, 2013 – May 15, 2015)


Accenture
7th Floor Robinsons Cybergate Tower 1 Mandaluyong City, Metro Manila Philippines

Receptionist / Telephone Operator
· Provide a warm and welcome greeting for all residents, visitors and guests.
· Receive and entertain visitors, guests, clients, vendors, applicants, etc.

· Receive mails, emails through Microsoft outlook and food deliveries.
· Use computer word processing, spreadsheet, and database software to prepare reports, memos, and documents.
· Handle incoming calls using the Accenture standard greeting/script on a timely and professional manner and direct customer inquiries to the appropriate resource/person to safeguard confidential information.

· Answers and routes incoming calls on a complex digital telephone system.

· Performs database retrieval for directory information.

· Assists callers in identifying needs and then routing calls appropriately.

· Places long distance calls for authorized college staff as necessary.

· Updates and maintains personal copy of staff directory and other resources to ensure accurate dispensing of information.

· Answers routine questions about telephone and voice mailbox operation on an occasional basis.

· nswers questions and provides some training for new operators, on-call substitutes or student help.

· Updates the staff directory and provides changes to Supervisor. Proofs updates for accuracy.

· Keeps computer skills current by attending training on new equipment and learning new or modified procedures.
· Record/keep statistics and records of daily activities and submit the report to the Telephone Operation/Reception Lead on a daily basis.

Client Visitor Assistant / Administrative Assistant cum Document Controller
· Assisting and handling client visits and executive meetings to ensure a successful and smooth event.

· Setup and coordinate meetings and conferences.

· Arrange meeting and conferences. Follow through meeting arrangements as needed.

· Responsible for requesting contracts for Hotels, Travel Agents and Tour Suppliers.

· Maintaining records of invoices, keeping records of all transactions.
· Handling Cash Budget for the executive meeting and client visit.

· Responsible for preparation of cash budget and receivable, purchase order, petty cash and payroll calculation.
· Handling of Liquidation of all client-visit/executives meeting expenses.
· Code and file material according to the established procedures.
· Provide secretarial and administrative support to management and other staff.
· Make travel, meeting and other arrangements for staff.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Reporting for weekly budget transaction for proper allocation of profit, revenue and expenses of each service provided.
TRAININGS/SEMENARS ATTENDED

(April 2011-April 2012)
On the Job Training
Marina Mandarin Hotel Singapore 

6-Raffles Boulevard, Marina Square, Singapore 
Room Attendant

· check that rooms have been vacated before cleaning

· make beds daily and change bed linen

· vacuum carpets, floors and upholstery

· clean bathrooms and supply with fresh towels and toiletries

· check and restock tea, coffee, sugar, milk and mini bar supplies

· make sure that televisions, radios, lights and air conditioning equipment are working

· Attends to guest calls, guest requests /guest complaints in the area assigned to him.

· Authorise to enter in guestrooms for cleaning and providing turndown services as per requirement.

· Responsible for following the standard operating procedures.

Food & Beverage Server

· Greet customers and seat the according to their preferences.

· Offer welcome drinks and beverages.

· Fill water glasses and refill beverages.

· Take orders and provide information about menu items.

· Ensure that that the order is prepared according to the menu.

· Ensure the food will serve proper and presentable.

· Responsible in taking payments.

· Clear and clean table tops.

· Ensure that all tables replenished with eating dishes.

Front Office Concierge

· Develops a strong knowledge of the hotel’s facilities and services and of the surrounding community.

· Provides guest with information about attractions, facilities, services and activities in and outside of the property.

· Makes guest reservation for any entertainment when requested.

· Coordinate guest request for special services or equipment with the appropriate department.

· Contacts roomed guest periodically to ascertain any special needs.

· Handles guest complaints and solve problem to the degree possible.

(February – May 2006)

UNITED LABORATORIES, INCORPORATED 

Unilab Compound, 66 United Streets, Unilab Compound, Mandaluyong City, Metro Manila, Philippines 

Data Encoder

· Encode the necessary data give a complete, accurate and organized manner that is important to the needs of the company or any entity.

· Report and provide accurate data.

Office Staff

· Answer telephone, direct calls and take messages.

· Answer inquiries about company.

· Help organize office activities.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Complete mail bills, contracts, policies, invoice or checks.

· Monitor and request for office supply needed.

· Reporting on daily basis.
EDUCATIONAL BACKGROUND

Tertiary 



Bachelor of Science in Hotel and Restaurant Management                                            

Lyceum of the Philippines University Manila      

2007 – 2012                             

Computer Science
InfoTech Institute of Art and Science 

2005-2007
PERSONAL DATA:



Date of Birth: 06 January 1988







Place of Birth: Cabanatuan, Nueva Ecija








Civil Status:  Single







Religion: Roman Catholic

Citizenship:  Filipino


Height:  5’1






Weight:  105 lbs.
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