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To be able to exercise / utilize my skills and abilities especially in career I chose and to contribute to the development and advancement of the company’s goal in pursuit excellence.


· With excellent oral and written

· Flexible and willing to work on varying working hours

· Computer literate 

· Customer handling

Feb 2012 – Aug 2015
:
FRONTDESK RECEPTIONIST
SM Travelodge Hotel and Restaurant





Tingga labac, Batangas City, Philippines

DUTIES AND RESPONSIBILITIES:

· Greeting guests, provide them room availability, and hotel facilities information.

· Assign room to guest and instruct them using their keys.

· Make reservation over the phone and confirm them by providing call back services.

· Instructing the bellboy to escort guest to their rooms and handle luggage.

· Maintaining information of room availability and guests accounts.

· Performing book keeping activities, as position charges and computing bills.

· Collecting payments in the form of cash or credit card payments.

· Recording guest comments and complaints.

· Advising housekeeping staff to handle task when rooms are vacated.

· Answer incoming telephone calls and provide information on hotel services.

· Take and relay message to guest.

· Accept and carry out wakeup call request.

· Make cash drops at the end of the shifts.

· Perform cleaning and maintenance tasks on the front desk.

· Communicating with staff on the previous shirt to manage guest’s arrivals and reservations.

· Inform management of any discrepancies in front desks operations.

· Provide travel instructions to guests and arrange for transportation.

· Reporting safety hazard to the management.
Oct. 2010 – April 2011
Waitress
Days Hotel Batangas Philippines

Pastor Village, Pallocan West Batangas City Philippines

DUTIES AND RESPONSIBILITIES:

· Checking with customers to ensure that they enjoying their meals and taking action to correct any problems.

· Collecting payments from customers.

· Writing patron’s food orders and order slips, memorizing orders and entering into computers for transmittal to kitchen staff.

· Preparing checks that itemize and totaling meal costs.

· Taking orders from patrons for food or beverages.

· Serving food or beverages to patrons and preparing and serving specialty dishes at tables as required.

· Cleaning tables and counters after patrons finished dining.
· Rolling silverware, setting up food stations and dining areas to prepare for the next shift or for large parties.

· Informing customers of daily specials.

· Stocking services areas with supplies such as coffee, food, tableware and linens.

· Explaining how various menu items are prepared, describing ingredients and cooking methods.

· Assisting host and hostess by answering phones to take reservations or to go orders, and by greeting, seating and thanking guests.

· Performing food preparation duties such as preparing salads, appetizers, and cold dishes, portioning deserts and brewing coffee.

· Escorting customers to their tables.

· Providing guest with information about local areas, including giving directions

Feb. 2007-June 2007
:
CUSTOMER SERVICE REPRESENTATIVE

Pilipinas Makro Inc.





National HIway, Brgy Balagtas Batangas City, Philippines

DUTIES AND RESPOSIBILITIES:

· Attracts potential customers by answering product and service questions, suggesting information about other products and services.

· Maintains customer records by updating account information.

· Resolve customer complaints, determining the cause of the problem, selecting and explaining the best solution to solve the problem.

· Recommends potential products and collecting customer information and analyzing customer needs.
Dec. 2005-Dec. 2006
:
TELEMARKETER
Pilipinas Makro Inc.





National HIway, Brgy Balagtas Batangas City, Philippines

DUTIES AND RESPONSILITIES:
· Identifies prospect by reading telephone and zip code directories and other prepared listings.

· Calls prospective customer by operating telephone equipment, automatic dialing systems, and other telecommunications technologies.

· Influence customer to buy services and merchandise by following a prepared sales talk to give service and product information and price qoutations.

· Complete orders by recording names, addresses, and purchases; referring orders for filling.

· Secures information by data base back up.

· Maintains operations by following policies and procedures, reporting needed changes.

· Contribute to team effort by accomplishing the sales talk and order of the customer.



Tertiary
 :    1999-2000

Computer Secretarial (Under graduate)
University of Batangas, Hilltop, Batangas City,        Philippines

       


 :     1998

Bachelor of Science Major in Custom (Under graduate)




       
Capitol Site, Batangas City, Philippines                                                               
Secondary
:     1997-1998

Batangas National High School

                                                        
Rizal Avenue, Batangas City

 Primary
:      1993-1994

P.A. Paterno Memorial Elementary School





Puting Bato East, Calaca,Batangas 

  Date of Birth

:
August 29, 1981

  Nationality

:
Filipino

  Gender

:
Female

  Civil Status

:
Married

  Religion

:
Roman Catholic

  Height

:
5’4”

  Weight

:
100 lbs.

I hereby acknowledge that all the above information is truthful, complete and correct to the best of my knowledge.
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