[image: ]MARY ROSE J. ORPILLA
Address: Blk 9 Lot 1 Lunduyan St. Batasan Hills Q.C
Contact no.: +639560247730
Email address: maryjuditorpilla@gmail.com

OBJECTIVES
	
	Seeking a position that can provide a steady growth and learning opportunity to practice my profession and practical experience.
WORK EXPERIENCE/TRAINING ATTENDED
Office Staff
Nibre Lending Investor Corporation
January 2020 – January 2022
· Phone call CI for all the approved clients
· Making ledger for clients
· Encoding of daily payments
· Updating clients information
· Follow up the client for payments
· Monitor clients account
· Answering clients concern
· Cashier
· Daily monitoring of company expense
· Making daily accounts report
· Updating benefits of company workers
· Attending company’s court hearing 


Procurement Assistant
Aluminum Gulf Ray & Qatar Glass Industries 
            September 2018 – July 2019
· PO preparation
· Sending inquiry to suppliers
· Getting quotation from suppliers
· Price negotiations with the suppliers
· Sending of approved PO to supplier
· PO and cash request monitoring
· Prospecting for new supplier
· Organizing and updating data base of suppliers
· Making material report
· Making invoice summary
· Encoding document
· Filing document
ON THE JOB TRAINING
Passenger Service Agent Training Program
of Aviation Industry – Cebu Pacific Air
Position: Agent Trainee
Ninoy Aquino International Airport – Terminal 3
Pasay City, Manila
September 2017 – May 2018
· Checking passengers in for flights
· Giving passengers up to date information on flights
· Assisting disabled passengers or those who travelling with young children
· Control and organizing the counter area
· Checking boarding pass
· Assisting passengers with all inquiries, including lost or delayed baggage

HOTEL IMMERSION				
Position: Hotel Management Trainee
Sofitel Philippine Plaza 
Pasay City, Manila
November 2016- August 2017
· Registration of guests and assigning rooms
· Maintains an inventory of reservation, vacancies and room assignments
· Answers enquiries regarding hotel services, provide assistance and respond to guests' complaints
· Provides service items to guest rooms upon requests from the guests
· Answers questions regarding the hotel services, explaining menu items and specials, and offering personal attentive treatment


ON THE JOB TRAINING				
PAGCOR Training
PAGCOR Training Center
Ermita, Manila
April 2015- October 2015
HOTEL MANAGEMENT SUITE FOLIO PLUS DIPLOMA 
Fast Track IT Academy 
Arellano University
January 2015- March 2015


EDUCATIONAL BACKGROUND
TERTIARY:	ARELLANO UNIVERSITY
			Bachelor of Science in Tourism Management
			2600 Legarda St. Sampaloc, Manila
			(2014-2018)
SECONDARY:	AMPID NATIONAL HIGH SCHOOL
			San Mateo, Rizal
			(2010-2014)
PRIMARY:	BATASAN HILLS ELEMENTARY SCHOOL 
	Quezon City
             (2004-2010)
AWARDS / HONORS RECEIVED
		Tour Guiding Competition – 1st Placer
		Arellano University – Legarda
		September 29, 2016

PERSONAL INFORMATION
Date of Birth:    May 10, 1998
Place of Birth:   Quezon City
Age: 		23 yrs. Old
Sex: 		Female
Civil Status: 	Single
Nationality: 	Filipino
Height:	 	5’2”
Weight: 	118.6lbs		


SKILLS AND COMPETENCE
· Computer Literacy; MS Word, Excel and PowerPoint.
· Good educational background in Tourism Management course.
· Ability to work co-operatively with others.
· Ability to deal with all types of customers and work under pressure.
· Responsible, discipline and organize.

             I hereby certify that the above information is true and correct to the best of my
 knowledge and belief.

 
									                   Mary Rose J. Orpilla
Applicant
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