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	Birth date
	July 14, 1992

	
	
	
	

	Visa Status
	On Visit Visa
	
	

	Age
	23 years old
	Height
	5’2 ft.

	Nationality
	Filipino
	Religion
	Roman Catholic

	Language Proficiency 
	On Arabic Language Tutorial and Proficient in both oral and written English

	Computer Literacy
	Excellent in Word, Excel, Power Point, Outlook, Internet Surfing and Mail


	
[image: image2.png]





                                                          Qualifications               
Degree Holder (Hotel and Restaurant Service Technology)

Initiative and Creative Learning Work Skills

Excellent Client Relationship

Oral Presentation Skills

Very Proficient in English 

Outstanding Background in Customer Service

Applied Positions

Administration/ Secretarial Position

Customer Service Representative

Sales Executive

Objective

It is my desire to be a part of a prestigious and dynamic company where my knowledge and skills can be fully utilized and enquire extensive arrays of experience and at the same time obtain substantial earnings that are adequate for my living.
Educational Background

BACHELOR OF HOTEL AND RESTAURANT SERVICE TECHNOLOGY

Graduate - BOHOL ISLAND STATE UNIVERSITY
C.P.G. Avenue, Tagbilaran City, Bohol, Philippines
Year 2014
EXPERIENCES

BE GRAND RESORT BOHOL – Bohol, Philippines
Guest Service Associate / Telephone Operator - August 2015 – January 03, 2016
· Client and Customer Accommodation

· Answers clients various quires and handles calls with the proper telephone etiquette and professionalism.
· Giving polite assistant to guest and give them best services.

· Monitor all check in of guests and administer all complaints and requests and ensure effective resolution of same. 

· Administer all reservations for guests and forecasts requirements and handle various cancellation requests of guests. 

· Perform all check in procedures for guests on an everyday basis with help of both computerized and manual methods and ensure guest satisfaction. 

HOLY NAME UNIVERSITY MEDICAL CENTER, INC. – Bohol, Philippines 
Information and Admitting Staff – October 2014-March 2015
· Responsible in recording all important data regarding a patient’s state and patient’s personal details.
· Accommodates and correlates incoming phone calls to the designated unit and relays messages accurately and clearly to the people concerned.
· Assist other health providing personnel in fulfilling their duties.

· Ensures the accuracy and validity of the pertinent entries on the patient records sheet.

· Obtains information on patients’ medical history and ensures the availability of                                                patients’ previous hospital and medical records.

· Assists personnel in the billing department by providing them with all pertinent information that will help ensure the efficiency and accuracy of the billing process.
CROWN REGENCY HOTEL AND TOWER – Cebu, Philippines 
On-the-Job Training– November 2013-March 2014

F&B Services, Hot &Cold Kitchen, Housekeeping & Front Desk clerk
· Greet and welcome all guests pleasantly

· Answers clients various quires and transfer call to appropriate department.

· Prepare hot, cold, and mixed drinks for guests, and chill bottles of wine.

· Prepare tables for meals, including setting up items such as linens, silverware, and glassware.

· Perform all housekeeping duties such as cleaning room suites and ensure proper maintenance of rooms. 
alona hidden dream – Bohol, Philippines 
On-the-Job Training/ Employee– November 2011-March 2012

Cashier/Waitress
· Greet all customers in a friendly and welcoming manner.

· Handles money transaction such as receive payment by cash, cheques, credit card and etc.
· Present menus to patrons and answer questions about menu items, making recommendations upon request.
· Write customer’s food orders on order slips, memorize orders, or enter orders into computers for transmittal to kitchen staff.

· Serve food and/or beverages to customers.

· Check with customers to ensure that they are enjoying their meals and take action to correct any problems.
· Clean tables after customers have finished dining.

PROVINCIAL government of bohol (CAPITOL) –   Bohol, Philippines 
Office Assistant–May 6, 2013 – June 10, 2013 

· Office Correspondence                                                                         
· File Management
· Data Entry
· Other duties as assigned

PROVINCIAL government of bohol (CAPITOL) –   Bohol, Philippines 
Office Assistant– April 2012-May 2012 


· Office Correspondence                                                                         
· File Management
· Data Entry
· Other duties as assigned

PROVINCIAL government of bohol (CAPITOL) –   Bohol, Philippines 
Office Assistant– April 2011-May 2012 

· Office Correspondence                                                                         
· File Management
· Data Entry
· Other duties as assigned

SPECIAL TRAINING

· TESDA     February 26, 2013
      Front Office NC II                BISU-MC (PTC Bilar)
· TESDA     October 30, 2011        Housekeeping NC II
     BISU-MC (PTC Bilar)

· TESDA     October 10, 2011
      Bartending NC II

     BISU-MC (PTC Bilar)

· TESDA     February 13, 2011
      Food & Beverages                 BISU-MC (PTC Bilar)

                                                      Services NCII 
· TESDA     October 20, 2010
     Commercial Cooking             BISU-MC (PTC Bilar)

                                                                  NC II
SEMINARS


Customer Service Training


Holy Name University Medical Center Inc

Dampas District, Tagbilaran City         

November 15, 2014

Work World Orientation


Coralandia Resort & Restaurant Graham Avenue, Tagbilaran City


March 11, 2014



Lecture on Personality Development and Communication skills, Bed Making, Fruit and


Vegetables Carving

Crown Regency Residence Guadalupe, Cebu City

September 30, 2011



Lecture on Basic Foods and Beverages Operations

Imperial Palace Waterpark Maribago, Mactan, Cebu City


September 29, 2011






Basic Fine Dining and Table Etiquette


Marriott Hotel Cardinal Rosales Avenue, Cebu City


September 29, 2011




ORGANIZATIONS / AFFILIATIONS



2006 up to Present
Parish Youth Ministry

Member



2006 up to Present
Queen of Peace Chorale
Member



2010 up to Present
United Hotelier Society
Member



2012 up to Present 
Dauis Town Organization
Member

Competent Skills Experience

· Manage multi-tasking

· High-energy and fast learner.
· Able to work on team, teach others, serve customers, lead, negotiate, and work well with people from culturally diverse backgrounds.
· Flexible, determined, creative 

· Can work under pressure and manage time wisely

· Very good typing skills

References Available upon request

I hereby certify that the above information are voluntarily given and are true and correct to the best of my knowledge.
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