Gerymy U. Ancheta

SS8 BLK 2 LOT 51 Cavite, Philippines
Mobile No.: +63 917 5737613. Email & Linkedin: jay_abs2019@yahoo.com

Summary of Achievements and Qualifications


· Awarded as Model Supervisor for 2nd Quarter of 2014.
· Wide knowledge in hotel system such as the Opera.
· Awarded as Model Employee of the Month for the Month of July 2009.
· Top Up seller for 2010 and 2011.
· With wide knowledge in hotel operation especially in Front Office.
· Trained to be a multi-skilled staff and has a good communication skill.
· Attended a Work Value Formation Program design to enhance skill and develop a positive work attitude especially in difficult situation such as guest complains and any emergency incident. 
· Certified Department Trainor
· A degree holder in Hotel and Restaurant Management at the University of Santo Tomas in Manila, Philippines.
Relevant Employment History

December 1, 2016 – Present    

Duty Manager     

The Peninsula Manila Hotel

        





Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· Main task is to assist the Director of Rooms and Front Desk Manager in all Front Office administrative and operational functions, including the evaluation of all staff, issuance of corrective actions as well as guest correspondences and overseeing the entire department operations.
· Act as Officer in Charge during the absence of Director of Rooms and Frontdesk Manager.
· Develop, implement and evaluate policies and procedures for the operation of the department or establishment
· Responsible for spearheading the tracking of hotel incidents through Trackvia/FCSRecovery system, Rooms Upselling program and maintaining minimal pending folios by coordinating them to the concerned departments.
· Recruit, supervise staff and oversee staff training.
· Set staff work schedules and monitor staff performance.

· Determine type of services to be offered and implement operational procedures.
· Handles guest complaints and provides assistance to guest’s special request whenever required.
· Handles emergency cases according to established procedures.

· Make rounds of the hotel perimeter and endorsing all seen problems to the concerned departments.
· Attend coordination meetings and meet VIP guests upon arrival. Perform night auditing duties and maintain the managerial reports during night operations.
January 16, 2015 – November 30, 2016
Rooms Controller     
The Peninsula Manila Hotel

        





Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· The only point person in charge of blockings or assigning rooms for the arriving guest.

· Monitor the status of the room from time to time to ensure the smooth delivery of the rooms.
· Maintain an inventory of vacancies, reservations and room assignments
· Inspect rooms and ensures the room is ready on hour before the guest arrival.

· Organize and coordinates with Housekeeping all guest room arrangement and ensures that all are ready prior to arrival.

· Reviews group resumes and be able to pre block room according to requirement

· Works closely with Housekeeping in clearing departures for the day

· Monitors arrivals of the day and ensures that rooms are ready upon check in

· Review and studies guest’s preferences, special arrangement and other room requirement based on preferences and history of stay
· able to multi task and assist in Front Desk when needed
· Act as a Senior Front Office Supervisor

October 1, 2011 - January 16, 2015  

Front Office Supervisor    
The Peninsula Manila Hotel

        





Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· Ensure the smooth flow of operation in Front Desk.

· Checks all arrivals and ensures that room blocking are made in accordance to guest’s preferences and ensures that registration cards are prepared with corresponding inserts.
· Attends and acts on the different guest requests and complaints.
· Compile and check daily record sheets, guest accounts, receipts and vouchers using computerized or manual systems.
· Performs administrative tasks and resolve all outstanding issues.
· Do act as the Rooms Controller when need.
· Informs and provides new information to all staff.
· Provides training for the new staff.
· Ensures that standards and objectives of The Peninsula Priorities program are met.
· Handle guest complain if needed.

May 16, 2008 – October 1, 2011  

Frontdesk Receptionist   







The Peninsula Manila Hotel






        
Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· Performs check-in and check-out procedure of the guest.
· Answer enquiries regarding hotel services and registration by letter, by telephone and in person, provide information about services available in the community and respond to guests' complaints

· Credit card transaction balancing.
· Present statements of charges to departing guests and receive payment.
· Accept room reservations.
· Preparation of registration cards of the incoming guest.
· Assisting Concierge whenever needed
· Handling minor guest complain.
May 6, 2006–May 15, 2008


Concierge Agent








The Peninsula Manila
Hotel







Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· Attends to guest needs and inquiries such as restaurant and resorts recommendation, booking of helicopter service, individual and group city and out of town tour booking and other special request.

· Supervised the flow of operations and manning of Porters, Pageboys and Airport Representatives;

· Airline transactions such as flight reconfirmation, rerouting, booking and rebooking of the flight, and buying of airline ticket, handling airline lost luggage of the guest;

· Visa and passport renewal; 

· Processing the mailings of the guest and hotel’s different departments 

· Handling minor guest complain and request.

· Assisting FO Receptionist in checking-in and checking-out of guest whenever needed;

· Supervise the inventory of the guest‘s stored luggage and items;

· Credit Card terminal and Hotel system balancing.

Nov. 3, 2003-May 5, 2006  


Pageboy/Bellman
  







The Peninsula Manila Hotel







Corner Ayala Avenue and Makati Avenue







1200 Makati City, Philippines 

· Handling special guest request;

· Assisting guest with their luggage;

· Performing errands in and out of the hotel;

· Preparation and allocation of guest’s newspapers;

· Manning of the hotel’s main door, hoisting of flags

· Assisting Concierge clerk, Business Center Clerk and Porters whenever needed
· Manning the Concierge counter during midnight shift.
October 3, 2002 – November 3, 2003

Waiter / Food Server







The Peninsula Manila Hotel

· Greet patrons, guest or customers, present menus, make recommendations and answer questions regarding food and beverages
· Prepares or set up table for the coming guest.

· Take orders and relay to kitchen and bar staff.

· Prepare or set up buffet table and ensure the cleanliness and completeness of buffet table.
· Serve food and beverages.

· Portion, assemble, and wrap food or place it directly on plates for service to patrons, and package take-out food.

· Use equipment to prepare hot beverages such as coffee and tea specialties
· Clear and clean tables and trays in the restaurant or function hall.

· Remove dishes before and after courses.

· Perform other duties such as scraping and stacking dishes, carrying linen to and from laundry area and running errands.

