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· Good in written and verbal communication skills

· Highly organized and efficient

· Ability to work independently or as a part of a team

· Proven leadership skills and ability to motivate

· Experienced background in Hotels and Restaurants

· Computer literate: Microsoft office ( Word, Excel, Power point )
Bachelor of Science in Hotel and Restaurant Management

ADMINISTRATIVE ASSISTANT 
Muraken Manpower International Services, Sucat Paranaque Philippines; 2013 - 2015


Duties and Responsibilities

· Performs administrative and office support activities for multiple supervisors
· Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.
· Extensive software skills are required, as well as Internet research abilities and strong communication skills.
· Answer telephones and give information to callers; take messages , or transfer calls to appropriate individuals.
SALES COORDINATOR

AirTac Enterprises Phils.Co.Ltd.Corp. Philippines; 2007 - 2009


Duties and Responsibilities

· Responsible for supporting the company Sales Team and ensuring that they have the tools, support and resources needed to set them apart from the competition.
· Managing all the sales related activity of the company.
· Making follow-up calls to confirm sakes orders or delivery dates
· Contacting potential customers to arrange appointments.
· Answer telephones and give information to callers; take messages , or transfer calls to appropriate individuals.
· Ensures all employee records are maintained.
SALES REPRESENATIVE
UniSilver , Sm Dasmarinas Cavite Philipines; 2005-2006

Duties and Responsibilities

· Greet and talk to customer in a courteous manner.
· Handle inbound calls from customers. 
· Answer and respond to customer inquiries regarding merchandise.
· Assist customers in locating the merchandise they need. 
· Display merchandise on racks in an attractive manner. 
· Prepare list of items to be re-stocked. 
· Assist customers in completing the purchases. 
On-the-Job-Training


 CENTURY PARK HOTEL



 Vito Cruz Malate Manila Philippines: August – January 2013


KALIPAYAN RESORT HOTEL AND RESTAURANT 



 Salitran Dasmarinas Cavite, Philippines : November – January 2011


· Strong customer service skill, flexible ,dynamic and proactive

· Can be able to work independently and with other people as well

· Warm, friendly and engaging personality

· Able to adapt quickly ad has high of interest to learn

· Outstanding and loyalty and commitment to the organization working for

Date of Birth  :  November 28, 1988

Place of Birth :  Cavite, Philippines

Gender

 :  Female

Age
  :  26

Status
  :  Single

Citizenship
  :  Filipino                  

Basic Hotel Operations

Crown Regency and Towers in Cebu City 2013

Basic Food Hygiene Workshop

Guiford Training Center in Singapore 2012

Vessel Familiarization Tour

Super Ferry Apprenticeship 2011
Hotel Familiarization
Sofitel Philippine Plaza Manila 2009
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