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OBJECTIVE
Seeking a job to develop my skill in Office/Administrative and Hospitality.
OFFICE SKILLS
· Telephone and Front Desk Reception.
· Customer Service.
· Filing Database and Record Management.
· Data Entry.
CORE COMPETENCE

· Always giving the Best Customer Satisfaction.

· Hardworking, Flexible, Dependable and has Initiative at work.
· Can work on shifting hours and can do Multi Tasking.
· Keeping the designated area clean and tidy.
· Fast Learner and can interact smoothly with different Nationalities.
WORK EXPERIENCE:
Waiter/Barista/Cashier
Ebony Interactive Restaurant

Executive Towers, Business Bay, Dubai

August 2013 – May 2015  
· Opening the front by checking and calibrating tables.
· Doing missing plus, wiping tables, label checking and monthly inventory.

· Taking customers home delivery order at the same time Up selling items.
· Greeting and escorting the guess to their preferred table.
· Taking guest orders, up selling and suggesting some best seller items.
· Setting up cutlery and condiments on the table.
· Always checking designated table if guest needs something.
· Making Juices, Cocktails and Coffees.
· Making sure that the bar area is clean after every use.
· Checking mails, reporting and printing a softcopy of each invoice.
· Getting X&Z Report, POS, Cash Up form, Invoices and sending DSR to Mngr. & Chef.
· Making sure that the restaurant is safe before leaving.
Hotel Receptionist
Carl Laurence Inn
Poblacion West Sta. Ignacia Tarlac, Philippines

December 2010 – December 2012
· Welcomes visitors by greeting them, in person or on the telephone.
· Deliver excellent customer service at all times
· Deal with all inquiries in a courteous manner, in person, on the telephone or via e-mail.

· Administer all reservations and cancellations.

· Keep up to date with current promotions and hotel pricing to provide information to guests.
· Keeping the reception area tidy.
Customer/Technical Service Representatives

Sutherland Global Services (H&Rblock, Symantec and FTD Dept.)

San Isidro IT Park Tarlac, Philippines

November 2009 – June 2010
· Answering phone calls and listening to customer’s issue.
· Showing empathy to customer’s problem.
· Providing the customer with the right problem solution.
· Transfer customer calls to tier2 if cannot be handled.
Restaurant Receptionist
Lina's Bar and Grill

Poblacion B, Camiling Tarlac

October 2007 – October 2009
· Greets incoming guests in person or on the phone.
· Answering general inquiries about the Restaurant’s food and location.
· Administer all reservations, cancellations.
· Deliver excellent customer service at all times.
· Keep up to date with current promotions to provide information to the guests.
· Keeping the reception area clean at all times.
PERSONAL INFORMATION

I am a very Flexible, Fast Learner and Experienced Hotel & Restaurant Receptionist/Customer Service Representative and Waiter/Cashier/Barista with a skill in Microsoft Office and other Computer Software. I’m the kind of employee who always wants to give the best customer satisfaction.
EDUCATION ATTAINMENT

Tertiary: Tarlac College of Agriculture

Bachelor of Science in Information Technology (2003­2006)

(CLDH­EI) Central Luzon Doctor’s Hospital

Bachelor of Science in Nursing (2002­2003)

Tarlac College of Agriculture – Laboratory School (1997­1999)

Secondary: Sta. Ignacia Academy (2000­2002)

Elementary: Sta. Ignacia North Central Elementary School (1992­1997
