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	OBJECTIVE 
	To excel with my utmost capability in knowing the different lines of work that would be essential to extend my horizon and to train myself for additional knowledge and experience that would be vital to my career.



	WORK
EXPERIENCE

	01/2020 - Present
Administrator – R-Studio 
Responsibilities:
· [bookmark: _Hlk54347640]Deals and handle client’s bookings / reservations.
· Set Up and Operates Equipment’s.
· Update files, track expenditures and answer to calls and emails.


01/2019 – 06/2019
Spa Therapist/Trainer - Precious Skin Wellness and Spa
Responsibilities:
· Handled Technical training for spa staff and handled technical documentation for spa operations. 
· Evaluate the therapists, standardized the services offered and all the massages.  



07/2014 – 12/2018
Freelance Massage Therapist – Manila Philippines
Responsibilities:
· Rendered home service massage to clients.







07/2015 – 09/2018
Tactical Business Services Inc. – Customer Service Representative / Admin/ Payroll Assistant
Responsibilities:
[bookmark: _Hlk54348240]CLIENT:
· Provide inbound and outbound support to the customers.
· Assist customers on their concerns, inquiries and complaints about the product/service.
· Process request for cancellation of services/subscription.


TACTICAL BUSINESS SERVICES:
· Process(ed)/ Working on the following on behalf of the company.
· Business Permit
· Remittance of employees’ contribution to SSS, PAG-IBIG, Philhealth and BIR.
· Preparing and generating Payroll
· Updating of records of company’s expenses and book of accounts.
· Other admin ad-hoc task from management


06/2015 – 07/2015
Foodpanda City Delivery - Customer Service Representative
Responsibilities:
· Point of contact for Foodpanda’s customers.
· Responsible for ensuring and delivering the best ordering experience to the customers.


04/2009 – 06/2014
Holiday Inn Macau – Tea Tree Spa - Spa Senior Therapist/Trainer
Responsibilities:
· [bookmark: _Hlk54350883]Handled Technical training for spa staff and handled technical documentation for spa operations. 
· Evaluate the therapists, standardized the services offered and all the massages.  
· Improving and refining all the existing massages as well as making new services to be offered in the spa. 
· Handles spa stocks inventory. 
· Assisting the receptionist in dealing with the clients. 
· Supervising the spa team. 
· Reports to Spa Manager.       



04/2008 – 03/2009
Holiday Inn Macau - Spa Therapist 
· Performs all the services offered by the spa such as full body massages, facial treatments, body scrubs & wraps.



	
	



	EDUCATION

	 2001 - 2004
Associate Degree on Computer Science, Asian Institute of Computer Science

06/2018- 08/2018
TESDA - Massage Therapy Course NCII 
(National Certificate II Holder)
 Caloocan Manpower Training Center	





                                                                                             	08/2018
                                   TESDA - Massage Therapy Course NCII 
                                   (National Certificate II Holder)
                                   Saint Louie De Marilac Training Center









	ADDITIONAL
SKILLS 
	Microsoft Office package: Microsoft Word, Excel.

Can speak Cantonese and Mandarin.




	PERSONAL
DATA
	Age: 42 yrs. Old
Birthdate: September 21, 1978
Birthplace: Quezon City, Philippines
Civil Status: Married
Spouse Name: Rex B. Rodriguez


	
	

	
	





	REFERENCES 
	References available upon request.

	
	



image1.png




image2.jpg




