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Contact
Phone
0906 264 1739

Email
javerielle@gmail.com


Education

1998 – 2001
(completed two years)
Bachelor of Science in Business Administration, Major in Marketing
Pamantasan ng Lungsod ng Maynila

Skills
People Management Customer Service Time Management Decision Making Planning
Problem Solving

Languages

English Filipino

Jurgen L. Lim
F o o d & B e v e r a g e S u p e r v i s o r
[bookmark: _GoBack]I have 13 years of progressive experience in the hotel industry, nine years of which were in a supervisory capacity. This allowed me to enhance my people management skills, overseeing hotel staff in Banquets / F&B. Over my long years of experience as a hotelier, I have exhibited exceptional customer service, possessing an exemplary track record in handling customer issues. In addition, I am proficient in the use of computer software, particularly Microsoft Word and Excel. I likewise have expertise in time management, planning, and prioritization, and proven ability in creating and managing a productive team environment. I exercise decision-making abilities in a high-pressure setting, can effectively communicate with people, and engage with all personality types in adverse conditions. Moreover, I have competence in establishing priorities, anticipating conditions, and reacting quickly, and simultaneously manage projects and implement feasible solutions. Outstanding problem-solving and decision-making skills are among my strengths, as well as the ability to function independently and proactively.

Experience


October 2019 – Present
The Sheraton Manila Bay l M. Adriatico, corner Gen. Malvar St, Malate, Manila, 1004 Metro Manila
F&B Supervisor
Maintains awareness of the hotel’s departmental policies and standard service processes and assures their compliance.
Supervises the effective maintenance of tools via the correct use of equipment and devices.
Analyzes all visitor needs and devise solutions to fix customer service-related concerns and ensure guest satisfaction.
Performs routine design analysis and offers all necessary resources and equipment to guarantee the improvement of hotel services.
Assists all F&B service employees in doing their duties effectively Monitors all calls made to the F&B Department to ensure prompt response
Facilitates processes for taking orders from visitors and guarantees compliance with all departmental policies and standards.
Monitors F&B maintenance programs, inspects buffet/reception tables and coffee break procedures, and establishes enhancement strategies for hotel aesthetics.
Coordinates with several departments and verifies that the personnel configuration and supply levels adhere to departmental requirements.
Supervises and oversees the execution of orders, manages all maintenance projects, and interacts with engineering employees about repairs.
Prepares papers in accordance with departmental guidelines.
Restructures and monitors archives, as well as examines the all-inclusive pricing list for meals and beverages and does research on food.
Inspects food and beverage product preparation processes and preserves the hotel’s reputation.

December 2013 – September 2019
The Pan Pacific Hotel Manila l M. Adriatico, corner Gen. Malvar St, Malate, Manila, 1004 Metro Manila
Banquet & Outlet Captain
Interacts effectively, both verbally and in writing, with colleagues and customers of all levels in an attentive, polite, courteous, and service-oriented manner.
Listens to, comprehends, and explains workplace and guest concerns. Multitasks and prioritizes departmental activities in order to meet deadlines.
Focuses on service, customer centricity and friendliness in all of encounters with guests and employees.
Attends all required trainings and meetings at the hotel.
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Experience...continued


Maintains regular attendance in compliance with Pan Pacific Hotel Standards, as required by a schedule that fluctuates according to the hotel's needs.
Ensures high grooming and appearance standards, including the use of name tags. Complies with Pan Pacific standards and regulations to ensure the hotel's safety and efficiency.
Maximizes efforts towards productivity, identifies issues, and facilitates the implementation of solutions.
Handles problems, including anticipating, preventing, identifying, and resolving them as necessary.
Interprets and evaluates complex information, data, etc. from several sources. Protects the confidentiality of sensitive information.
Constantly manifest a nice and warm temperament.
Performs other responsibilities as instructed by management.


November 2011 – November 2013
The Pan Pacific Hotel Manila l M. Adriatico, corner Gen. Malvar St, Malate, Manila, 1004 Metro Manila
F&B Butler
Assists hotel visitors and liaises with relevant departments to meet their requirements and demands.
Completely familiar with menus, answers inquiries on menu choices, and interacts with the kitchen regarding menu-related inquiries and product availability.
Informs relevant departments about the guest's dietary allergies and preferences. Updates the hotel software's guest profile area with the visitor's preferences, likes, and dislikes.
Follows all visitor requests until they are met to the guest's utmost satisfaction. Greets VIP visitors, as well as other guests using the butler service.
Serves visitors welcome beverages and shows them to their rooms.
Conducts the in-room check-in procedure quickly and accurately, according to hotel standards, and coordinates with bellmen for baggage delivery.
Takes care of guest needs and liaises with related departments: laundry, wake-up calls, spa reservations, concierge, special requests, etc.
Utilizes software and any other program necessary to complete his responsibilities. Capable of performing activities such as check-ins/check-outs, profile updates, room reservations, requests, application of payment, verification and adjustment of billing, activation of room keys, check-out processing, etc. on the hotel software.
Assists in tracking outstanding problems with the tracking system and store requisition forms and monitoring the stock inventory.
Checks with guests to ascertain their pleasure with each meal and/or beverage course.
Notifies housekeeping of the preferred time for daily cleaning.
Fully familiar with lodging aspects, including layout, room type, location, décor, and in- room amenities.
Knows with the operation of every electrical and electronic device in the guest rooms. Serves visitors with composure, discretion, and courtesy while adhering to time standards.
Assists other departments with their jobs, such as the Front Desk, Housekeeping, and Room Service.
As required, collects trays and cleans tables to maintain a clean eating area.
Maintains the cleanliness of work spaces, glassware, etc. during the course of the day. Performs all responsibilities with a feeling of urgency and commitment.
Hosts and greet all visitors with graciousness and courtesy, and have the capacity to have a natural and spontaneous conversation with the guest.
Offers baggage help and transportation, and performs checkout in an expedient way. Before signing off from a shift, documents all information, updates, and instructions, and provides a thorough handoff.
Understands and closely complies to the hotel’s rules & regulations and fire, hygiene, and health & safety policies.
Participates in all planned meetings, departmental and hotel training, and other events.
Performs any additional reasonable tasks and responsibilities as required
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October 2009 – October 2011
The Pan Pacific Hotel Manila l M. Adriatico, corner Gen. Malvar St, Malate, Manila, 1004 Metro Manila
F&B Assistant
Assists in establishing a warm and inviting atmosphere for customers. Ensures that guests are immediately seated and given menus
Manages guest requests and questions, making sure that all are promptly and efficiently addressed.
Familiar with the menu and as much information about the food and drink offerings as possible.
Receives food and beverage orders and ensures that the kitchen and bar are notified of the orders.
Oversees all food and beverage orders, and delivers them in a timely and secure manner in accordance with guest expectations.
Ensures that an outstanding level of service is maintained
Sets up, clears, and serves tables quickly after usage so that visitors may be seated on schedule.
Ensures that the restaurant is always clean and well-presented, and helps with cleaning and housekeeping chores as necessary.
Handles visitor concerns with courtesy and efficiency, guaranteeing guest satisfaction at all times.
Ensures that any guest complaints and feedback are communicated to management Ensures that all cash, charge, float, and cash register processes are executed in compliance with established protocols.
Prepares all back-of-house service points according to anticipated breakfast, lunch, or dinner patronage.
Assists with the set-up and preparation of events, and perform service activities as needed
Helps the culinary staff as needed and in compliance with the applicable health and safety rules.
Ensures that guest spaces are always well-maintained. Performs any additional responsibilities assigned.

Personal Details




Height: 5’7”
Weight: 191 lbs
Birth Date: 24 April 1982 Civil Status: Married Religion: Roman Catholic Gender: Male
Country of Origin: Philippines Present Nationality: Filipino
Languages and Fluency Level:Filipino, English, with written and oral fluency in both
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