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SUMMARY
Guestserviceorientedteam memberwith4yearsand10monthsexperiencein
HotelSpaIndustryand7yearsexperienceinBankingIndustry.Experiencein
managingmanpower,salesandmarketingandcashieringfield.Expertin
handlingPOS,greetingguests,up-sellingproducts,makingtrainingplanofthe
team,assigningmonthlyscheduleoftheteam andauditrelateddocuments
neededduringhotelauditandbranchaudit.

AREASOFEXPERTISE
-Guestservice -CashHandlingOperation
-BillGeneration -ProductReplenishing
-InventoryReport -POSOperation
-GoodCommunicationskill -Inter-personalSkill
-MonthlyTeam Scheduleplan -DepartmentalTrainingPlan
-MicrosoftOfficeexpert -Handlinggueste-mailconcerns
-Handling/AssigningTeam membertasks-Attentivetodetails

PROFESSIONALEXPERIENCE

SpaServiceAgent/SpaAttendant
TheSpaatMandarinOriental,Macau
May2017-Present

 Greetguestandguidethem regardingonthespatreatmentandproducts
availableonthemenu

 Answerphonecallsandbookingoftheguests
 Bookguestreservationthruspasoft
 DoConsultationuponcheckin.
 Explainthetreatmentandproductsthattheyprefer.
 Prepareandgeneratebillthencollectpaymentuponcheckout.
 Responsetoemails
 Maintainingcleanlinessinspaareas
 EscortguesttoChangingroomsandrelaxationareas
 DeepcleanFacilities,vacuum andmoptheareas

AdditionalResponsibilities
 DepartmentalTrainingCoordinator
 DepartmentalTrainer
 MonthlyDutyScheduleplanner
 MonthlyInventoryHandler
 In-chargeofmanagingmanpowerinconciergeandattendant.



MarketingOfficer
BDOPangasinanTayugBranch-Philippines
September2013-May2014

MarketingOfficer
BDO–UrdanetaMacArthurHighwayBranch-Philippines
September2012-September2013

 Month-endReports
 Monitordailyaccountopeningandclosing
 RespondguestEmailconcernandcomplaints
 UpdatetheSalesReport
 Checkallthedocumentsopenbymarketingassistance
 ReporttotheManager
 AttendmeetingtoupdatethebankP&L
 RespondtoAntiMoneyLaundering(AMLA)Requirements
 Handling3-4marketingassistant
 Followupandupdatecustomeraccounts

MarketingAssistant
BDO-UrdanetaMacArthurHighwayBranch-Philippines
March2008-August2012

 Greetcustomersandupdatecustomersaccount
 Opennewaccounts
 Up-sellbankproductsandbankinsurance
 Updatecustomersaccount
 Filecustomeraccountseveryendoftheday
 Printreportsopen/closeaccountdailyandsubmittoMarketingofficerfor

checking
 SignatureVerification

Teller
BDO-UrdanetaMacArthurBranch-Philippines
September2007-February2008

 Greetcustomersandupdatecustomersaccount
 Processdepositandwithdrawaltransactions
 Processbillspayment
 Countthemoneyreceivedfrom customers
 CounterfeitDetectionandsignatureVerification

EDUCATION
 SaintLouisUniversity-BaguioCity,Philippines

CollegeofAccountancyandCommerce
MajorinBachelorofScienceinFinancialManagement
Graduatedyear2007

 DivineWordCollegeofUrdaneta-Pangasinan,Philippines
Graduatedyear2003



TRAININGSATTENDED
 On-JobTrainingTechniquesProgramme–08April2020
 GroupTrainingTechniquesProgramme-24March2021
 ManagingLearningandDevelopmentProgramme–27May2021

Conductedby:MandarinOrientalHotelGroup


