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KEY HIGHLIGHTS
Personal Information:
Age: 25
Height: 5’3
Weight: 50 Kg
Birth date: September 18, 1990
Birth Place: Garreta, Pidigan, Abra, Philippines Religious Affiliation: Roman Catholic
Educational Background:
 College Level
Bachelor  of  Science  in  Hospitality  and  Tourism
Management
Major in Travel and Tours Management
Minor in Hotel, Restaurant, Resort Management
Saint Louis University, Baguio City, Philippines
June 2007-March 2011
 Secondary Level
Holy Spirit Academy of Bangued
Taft Street Zone 6, Bangued Abra, Philippines
June 2003-March 2007
 Primary Level
Garreta Elementary School
Garreta, Pidigan, Abra, Philippines
June 1997-March 2003
Major Achievements
· Initiative Award (Hotel Veniz Dec. 21, 2011) 
· Top 85 Dean’s Lister in College of Accountancy and Commerce with an average of 88.72% (2009-2010) 
· Top 87 Dean’s Lister College of Accountancy and Commerce with an average of 89.56% (2009-2010) 
· Volunteer Catechist Award (2007) 
· Class Valedictorian (Prep-6th Grade except 1st grade – 2nd Honor) 
Skills
· Friendly and smiling face 
· Problem solving & leadership 
· Interpersonal and good communication skills 
· Strong customer service Skills 
· Excellent telephone manner 
· Self-motivation and ability to take the initiative 
· Ability to work well under pressure 
· Punctuality and time-keeping 
· Able to take on responsibility 
· Good organisation, with attention to detail 
· Teamwork 
· Quick learner, keen to learn and improve skills 
· Computer Literate & Technical Skills 
· Dynamic Team Player 
· Flexible & Versatile 
· Culture – Oriented 
· Passionate 
· Hardworking and enthusiastic 
· Organised 
· Interest & ability to learn and use other languages 
Foreign Language 
· English (Written & Oral) 
· Mandarin, French, German (Basic background only) 
Special Skills 
· Tour guiding 
· Floral arrangement 
· Banquet management 
· Culinary (International/ Classical and Western Cuisine) 
· Event Management 
· Arts & Decorations 
Technical Proficiency
· Microsoft Dynamics Ax System 
· Fidelio System 
· Microsoft Office XP, Microsoft Office, MS Word, MS Excel, Microsoft Outlook 
· Internet Explorer 
· PowerPoint 
· Windows XP, Windows ME, Windows 
Adobe Photoshop-Print and photo editing 
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Qualification Profile
Competent and qualified with a wide range knowledge in Hospitality and Tourism industry. Results-oriented, decisive leader with proven success in every given task. Spearheading operational improvements to drive productivity efficiently and effectively. Excel in dynamic, demanding environments while remaining pragmatic and focused. Exceptional collaborative and interpersonal skills; dynamic team player with well-developed written and verbal communication abilities. Highly skilled in client and vendor relations. Passionate in everything; accustomed to performing in deadline-driven environments and an emphasis on working within budget requirements. Professional at building strong and maintaining good working environment. Warm heartedly embrace each and every culture with deep understanding, love and respect. Flexible; versatile; a risk taker; venturesome; enthusiastic; vivacious and with vehement passion to travel.
WORKING EXPERIENCE
 Integral Food Services, Qatar (Nov. 07,2012 – up to present)
Department: Human Resource
Position: Admin Receptionist/Procurement Assistant
· Front liner for IFS Group of companies (Integral Food Services WLL (IFS Qatar), Integral Steel Works (ISW), Global Venture Group (GVG), Global Décor, Integral IT Solutions (IITS), Global Food Trading (GFT), Global Hospitality & Restaurant Development (GHRD), & Quinn & McGrath Global WLL (Q&M Global) outside Qatar: Integral Food Services LLC (IFS UAE), & IFS Vending Solutions. Managing 15 retail food brands/franchise & over 30 retail outlets. 
· Serves visitors by greeting, welcoming, and directing them appropriately; notifies company personnel of visitor arrival, maintains security and telecommunications system 
· Attend incoming telephone calls in a professional manner; all incoming calls must be answered within 3 rings. Greet the callers and screen the calls and direct them to concerned department after proper information. 
· Note down correct messages & inform to the concerned personnel on regular basis. 
· Welcome clients/visitors, attend them and inform respective department/personnel about the guest. Advise the guest as per given instructions. 
· Takes appointments, manage the schedule for business visits & calls, set reminder for business calls and timely update respective managers about the same. 
· Handles internal and external mail management system efficiently. 
· Keep up to date information on current issues and matters of the assigned organization, related to Administration department. 
· Provide professional & efficient admin support to managers in their day to day company business related typing, photocopying of the documents etc. work. 
· Provide general Admin support such as preparing correspondence, forms and reports, composing regular correspondence, processing confidential documents and other Admin related documents, filing electronic and hard copy. 
· Manage sensitive and confidential matters like personnel related employee related and organizational changes, planning and protect the security of information, data and files. 
· Maintain strict confidentiality and safe keeping of all company business documents. 
· File documents and implement effective filing system. 
· Update attendance register of all employees daily basis. 
· Ensure that proper housekeeping, pest control of premises is completed so as to maintain the cleanliness inside and surroundings areas. 
· Ensure that requirements related to Food Safety (ISO 22000:2005) & HSE (ISO 14001:2004 & OHSAS 1800:2007) are implement and maintained within the department. 
· All documents/records related to Food Safety & HSE (where applicable) shall be kept up to date. 
· Food safety/HSE Policy and objectives (as applicable to the department) to be followed and updated. 
· Coordinate with HOD’s on all day to day business related correspondence and keep the Chief Operating Office informed on the matters. 
· Perform any other duties/responsibilities assigned by the HR Manager’s and Country Business Head, MD & strictly maintain confidentiality of the company business dealings. 
· Preparing LPO’s (Local Purchase Orders), IPO’s (International Purchase Orders), CPO (Cash Purchase Orders). 
· Observed systematic and follows company procedures, especially in accordance of processing IPO, CPO, & IPO to meet company & suppliers demand. 
· Receiving invoices and statement of accounts with the approval of the concern person. 
· Daily monitor customer's feedback of 15 retail food brands/franchise & over 30 retail outlets via email and reports to the concern Operations Manager. 
· Monitors and updates Head Office Staff monthly Birthday Celebrants, New Head Office Staff, and Company Directory. 
· Act as an Event Decorator for Head Office gatherings, e.g. Birthdays, & Company Get Together Party. 
· Hotel Veniz, Philippines (March 2011- March 2012) 
Department: Front Office
Position: Front Office Staff
· Greet customers and answer their questions in a friendly, conversational manner. 
· Receive reservations for accommodation from clients, either in person, online or by telephone, fax or email 
· Take guests' details and allocate their rooms 
· Talk to transport carriers (such as airlines, bus companies and rental car agencies) to make and confirm travel arrangements for guests 
· Inform guests of the hotel/motel's services and facilities, policies and procedures 
· Provide tourist information to guests 
· Make reservations for sightseeing tours, restaurants, the cinema and live entertainment 
· Deal with enquiries and requests from guests 
· Take messages for guests 
· Finalize guests' bills and issue receipts upon payment 
· Arrange accommodation for guests travelling to other destinations 
· Perform cashier duties and exchange foreign currency 
· Place guests' possessions in a safe if requested 
· Coordinate the cleaning of guests' personal laundry, shoe shining and room service deliveries 
· Follow in-house procedures to help ensure the security of guests and employees 
· Perform general secretarial duties, such as preparing correspondence and attending to a switchboard. 
· Ensures that the lobby area is clean, neat and free of clutter 
· Makes sure that magazines are in the correct place, there is no litter, that any cups or glasses are collected and cleaned and the desk is clutter free 
· Responsible for restocking any brochures or commonly used forms in the front desk area 
· Part of the problem-solving is to anticipate issues before they happen 
· Handles guest queries as well guest complaints and resolve at fastest possible way. 
· Maintained company confidentialities safe and secured. 
· Ability to have a marketing strategy at all times. 
· Baguio Country Club, Philippines (March 2011 on call only) 
Department: Food & Beverage (Verandah, Cotterman, Hamada, Raisin Bread, Par 7, & Banquets) Position: Service Crew
· Welcome guest as they arrive. 
· Assist & served guest promptly 
· To present menu, take order, suggest and recommend appropriately. 
· To attend and respond to guests’ needs promptly and professionally. 
· To present bills to diners, collect payment and give to the cashier, return change or credit card to diners. 
· To perform general housekeeping and cleaning duties, including sweeping, mopping, cleaning glasses, furniture & fittings, laying of tables and up-keeping of rest room etc 
· Responsible & maintain the table set ups 
· Handle preparation of fountain drinks, shakes, coffee, tea, and ice creams 
· Relay orders to the kitchen so that they can be prepared immediately 
· Prepare orders when needed by constantly checking the order slip for accuracy 
· Assemble orders and pack them in a safe manner 
· Ensure that condiments such as sauces and napkins are added to the packaged food item 
· Assemble meals on a tray and offer the tray to the customers eating in 
· Rotate stored food items to ensure freshness 
· Discard any expired item immediately 
· Ensure that order and food preparation counters are clean at all times 
· Manage cleaning and maintenance activities on equipment such as ovens and grills 
· Order nearly finished food supplies from the vendor 
· Receive supplies and ensure that they are stored properly 
· Handle customers’ complaints and concerns 
ON-THE-JOB TRAININGS
· Diosdado Macapagal International Airport – Philippines (Clark International Airport Corporation -2011) Department: Airport Operations 
Position: Ground Steward/Customer Service Agent 
· Work intensively with the public, answering questions and assisting passengers with various needs. 
· Verifying passenger identification. 
· Helping travelers to check in their baggage at ticket counters. 
· Ensuring the delivery of baggage and conducting security screenings of passengers and their baggage may be required as well. 
· Checks tickets, verify passenger counts and announce boarding sections. 
· Responding to telephone inquiries and providing flight departure and arrival information. 
· Assist those needing special attention, including the elderly and unaccompanied minors, as well as passengers who have missed their flights. 
· Dealing with passenger enquiries about flight departures and arrivals checking. 
· Telling passengers about luggage restrictions weighing baggage and collecting any excess weight charges. 
· Taking care of people with special needs, and unaccompanied children calming and reassuring nervous passengers 
· Helps passengers through immigration and customs, or escort passengers who have night flight connections. 
· Amadeus Philippines (Your Technology Partner -2010) Department: Administration and Finance 
Position: Admin Support 
· Answering queries through telephone and assisting walk-in guests. 
· File documents and implement effective filing system. 
· Handles quotation and negotiations with travel agencies, hotels, universities and airlines & other companies related to the tourism industry. 
· Perform any other duties/responsibilities assigned by Head of Admin and Finance. 
· Strictly maintain confidentiality of the company business dealings. 
FREELANCE JOBS
· Event’s Organizer & Event Decorator, Philippines & Qatar (Started in Saint Louis University 2009-present) 
First Project Event: MAHKALA (A cultural fund-raising fashion show that promotes local products and cultural tourism of Baguio City, Philippines.) 
Sponsors: 
o Nardas - were featured at New York’s Couture Fashion Week held at Waldorf Astoria Hotel and at the World Eco-Fiber & Textile (W.E.F.T.) Exhibit Fashion Show, “From Waste to Wealth” – Narda’s Magic of Woven Waste Leather in 
Ikat held at Kuching, Sarawak, Malaysia in September 2012. 
o Masferré - showcases the legacy of the Filipino Photographer Eduardo Masferré who from 1935 – 1956 took pictures of the people of the central Cordillera and their high and distinctive cultural heritage. 
· Researching markets to identify opportunities for events; 
· Liaising with clients to ascertain their precise event requirements; 
· Producing detailed proposals for events (e.g. timelines, venues, suppliers, legal obligations, staffing and budgets); 
· Agreeing to, and managing a budget; 
· Securing and booking a suitable venue or location; 
· Ensuring insurance, legal, health and safety obligations are adhered to; 
· Coordinating venue management, caterers, stand designers, contractors and equipment hire; 
· Organizing facilities for car parking, traffic control, security, first aid, hospitality and the media; 
· Identifying and securing speakers or special guests; 
· Planning room layouts and the entertainment programme, scheduling workshops and demonstrations; 
· Responsible for providing a fabulous look to the event taking place by instructing to interior decorators. 
· Responsible for selecting room layouts with entertainment facility for chief guests. 
· Responsible for managing all other services like catering, decorating of place, sound system and lightening. 
· To select an anchor, is also a part of his responsibility who introduces all guests for the reason of event organizing. 
· Coordinating staffing requirements and staff briefings; 
· Selling sponsorship/stand/exhibition space to potential exhibitors/partners; 
· Preparing delegate packs and papers; 
· Liaising with marketing and PR colleagues to promote the event; 
· Liaising with clients and designers to create a brand for the event and organizing the production of tickets, posters, catalogues and sales brochures, plus social media coverage; 
· Responsible for communicating with designers and client to finalize the brand of event with the responsibility of searching several ways to advertise the events so that the event would be promoted at highest rank. 
· Coordinating suppliers, handling client queries and troubleshooting on the day of the event to ensure that all runs smoothly; 
· Overseeing the dismantling and removal of the event and clearing the venue efficiently; 
· Post-event evaluation (including data entry and analysis and producing reports for event stakeholders). 
· Ability to handle Birthday Decorations including designing, making back drop lay out, invitations card, & table set ups. 
· Freelance Fashion Stylist, Philippines & Qatar (2009-present) 
· Providing fashion advice; choosing and coordinating clothing, the accessories, and general “look” of the models in a photo shoots or Fashion Runway. 
· Choosing props and accessories and preparing them for shoots. 
· Responsible for choosing the outfits the model wears, and arranging them on the model as the photographs get taken. 
· Advise on photographic approaches and the selection of locations, props, clothing, models, makeup artists, photographers, hair stylists and the overall look for photo shoots. 
· Advise and direct the photography of items and clothing selected for promotion. 
· Liaise with fashion designers, retailers, the media, models/model agencies, photographers, makeup artists, hairdressers, beauty therapists, personal trainers and the media. 
· Provide fashion direction to buyers, merchandisers and/or product developers/designers. 
· Product styling for stock photography and advertisement purposes 
· Freelance Amateur Fashion Designer, Philippines & Qatar (2009-present) 
· Study fashion trends and anticipate designs that will appeal to consumers 
· Decide on a theme for a collection. 
· Makes innovative designs by using recycled materials 
· Creating/visualizing an idea and producing a design by hand. 
· Keeping up to date with emerging fashion trends as well as general trends relating to fabrics, colours and shapes; planning and developing ranges. 
· Understanding design from a technical perspective, i.e. producing patterns, toiles and technical specifications for design. 
· Visit manufacturers or trade shows to get fabric samples 
· Sourcing, selecting and buying fabrics, colors, or style for each garment or accessory, trims, fastenings and embellishments. 
· Market designs to clothing retailers or directly to consumers through Fashion Shows. 
· Developing a pattern that is cut and sewn into sample garments and supervising the creation of these, including fitting, detailing and adaptations. 
· Negotiating with customers and suppliers. 
· Managing marketing, finances and other business activities, if working on a self-employed basis. 
· Oversee the final production of their designs. 
· Freelance Runway Model, Philippines (2008-2012) 
· Enhance clothing line beauty and perform to designer’s directions. 
· Present deportment of dress as required by designer. 
· Study and perform as per vision of photographer. 
· Prepare and present for photograph pose as directed by photographer for promoting and selling merchandise or fashions during appearances, filming, or photo sessions. 
· Respond and perform in runway conforming to requirements and theme of design line. 
· Perform for fit modeling, ramp or runway shows, informal modeling, print assignments and brand endorsements. 
· Facilitate size garment to fit exact size through standing for long hours as being measured and pinned while tailors alter sample garments. 
· Promote products and services in television commercials, on film, or in videos. 
· Display clothing and merchandise in commercials, advertisements, and/or fashion shows. 
· Stand, turn, and walk to demonstrate features of garments for observers at fashion shows, private showings, and retail establishments. 
· Assemble and maintain portfolios, print composite cards, and travel to go-sees to obtain jobs. 
Group Leader (Saint Louis University, Philippines)
· Head in managing group-class in:
· Culinary Arts and Science (food selection, preparation and preservation) 
· Asian Cuisine 
· Food and Beverage Service procedures/ Bar and 
· Beverage Management 
 Banquet, Functions and Catering Service procedures  and Management
· International/ Classical and Western Cuisine 
Seminars,Trainings Attended and Membership:
· Youth Empowerment on Cultural Conservation (Sept. 19, 2010) 
· Baguio Country Club Corporate Orientation (Nov. 17, 2009) 
· Tourism and Hospitality Convention (Jan. 30, 2009) 
· North Philippines Visitor’s Bureau Lakbay (Jan. 28, 2009) 
- a company that promotes tourism in Baguio City through adventure activities 
· 2nd Northern Luzon Business Research Forum (Nov. 29, 2009) 
· Comprehensive Agrarian Reform Program (Sept. 14, 2008) 
