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P R O F I L E  S U M M A R Y 

Motivated Leisure Receptionist with 5 years of experience in customer service and having knowledge of administrative duties & responsibilities. Reliable and excellent at multitasking, proven ability to manage the fast-paced operation with a strong background in mentoring team members, and an excellent team player who genuinely believes in the importance of treating others fairly and respectfully. I maintain excellent standards and always look for ways to improve my personal and professional development by seeking feedback from my managers. Possess strong communication and interpersonal skills, and a flexible person who I believe would be an asset to your team and organization. 

C A R E E R  O B J E C T I V E 

To work as a part of a dynamic team where I can grow professionally and further enhance my skills, knowledge and experience to face and overcome the challenges of today’s changing work environment.

R E L E V A N T  WO R K  H I S T O R Y 

ARMED FORCES OFFICERS CLUB & HOTEL (RECREATION DEPARTMENT) 
RECEPTIONIST CASHIER/ADMIN SUPPORT|ABU DHABI, UAE | JUNE 2015 – AUGUST 2020

[bookmark: _GoBack] Enhanced positive first impressions to every guest by keeping the reception area clean and organized. 
 Serve guests by greeting, welcoming, directing, and announcing them appropriately. 
 Handling guest's payments, answer guest’s inquiries through phone calls and emails, resolved issues, and referred unresolved issues to appropriate personnel to personally contact the guests.
 Update appointment log sheet and schedule appointments through sending SMS confirmations.  
 Maintain security by following procedures and controlling access. 
 Facilitated clear communication between clients, employees, and management. 
 Responsible for controlling reception supply inventory and keeping stock from becoming depleted by making timely orders. 
Perform other clerical receptionist duties such as making daily reports, filing, photocopying, collating, scanning, etc. for the manager’s reference. 
 Trained newly hired receptionist.
Operates a bowling center system on behalf of bowling staff. 
Preparing long-term booking sheets, handling long term booking inquiries, and making quotations on behalf of the booking in charge

ARMED FORCES OFFICERS CLUB & HOTEL (RECREATION DEPARTMENT) 
RELIEVER - ADMIN CLERK/BOOKING IN CHARGE | ABU DHABI, UAE | DECEMBER 2019 – JANUARY 2020 

 Answering long term booking inquiries through phone calls & via emails. 
 Arrange gate pass for guest’s items needed to be brought inside the club’s premises. 
Filling/blocking long term bookings in the long booking sheet every month. 
 Arranging/making quotations/agreement for long term and individual bookings. 
 Seeking approval of quotation/agreement made for review from the Leisure Director, Accounts Department and final approval from Head of the department. 
 Coordinate the bookings and payments with the guests or company. 
Preparing monthly booking sheet to be hand over and release to the club reception at the end of the month. 
 Daily checking of the daily booking sheet to avoid double bookings. 
 Coordinate with assigned staff to ensure all bookings are well taken care.

ARMED FORCES OFFICERS CLUB & HOTEL (ZAYED MILITARY HOSPITAL) 
BUS GIRL/ WAITRESS| ABU DHABI, UAE | FEBRUARY 2012 – MAY 2015

 Deliver professional, courteous, and efficient service to the guests. 
 Offer suggestions by using suggestive selling techniques. 
 Follow the restaurant’s established table service procedures. 
 Ensured orders were correct and food quality was maintained before delivering to guests. 
 Present guests their check and settle the payment. 
 Practice teamwork by helping co-workers. 
 Train and guide other servers. 
 Providing quick resolutions to customer complaints to maintain their satisfaction and referred complicated issues to management. 
 Answered phones in a professional manner and accurately recorded confirmed guest reservations. 

FULL TIME  CARE GIVER (VILLASIS PANGASINAN)
CARE GIVER TO A INSULIN DEPENDENT PATIENT /SEPTEMBER 2007 - DECEMBER 2008

· Monitoring blood glucose level 
· Checking vital signs
· Preparing meals and medicines
· Administer insulin before meals


P E R S O N A L    I N F O R M A T I O N 

DATE OF BIRTH 	October 2, 1986
CIVIL STATUS 	Married 
GENDER 		Female
HEIGHT		163 cm
WEIGHT		70 Kg 
PLACE OF BIRTH 	Pangasinan, Philippines 
CITIZENSHIP 		Filipino



E D U C A T I O N 

TERTIARY		Urdaneta City University, Pangasinan Philippines 
Bachelor of Science in Nursing 2003-2007
SECONDARY 	Balungao National High School Pangasinan Philippines 
1999-2003





S K I L L S
 
Computer Proficient (MS Word, MS Excel, MS PowerPoint, MS Outlook) 
 Familiar with Oracle Micros POS System, Steltronic and PMS: Opera, Wish net 
 Motivates and coached fellow receptionists on building relationships with guests   and colleagues using my leadership skills. 
 Communicate effectively with different kinds of people through my communication skills. 
 Forming a strong relationship with guests through interpersonal skills. 
 Integrity 
 Willingness to learn

T R A I N I N G S 

Admin Clerk Cross Exposure (Recreation Department Administration) January 2020 
 Admin Clerk/Booking In charge Cross Exposure (Recreation Department Administration) December 2020 
 Receptionist Cross Training (Recreation Club Reception) October 2014 – November 2014 
 Time Management (Training Department) 
 Telephone & Guest Courtesy (Training Department) 
 Fire and Safety Training (Training Department) 
 Essential Food and Safety Training April 2013 

A C H I E V E M E N T S 
 Employee of the month 2020 (Recreation Department) 
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