EZECHIEL MIRAS TABURNAL
ezechieltaburnal01@gmail.com | 09939014630 | Camarines Sur

PROFESSIONAL SUMMARY
Versatile and highly skilled professional with a diverse background. Leveraging hands-on experience 
in administrative support, meticulous room maintenance, customer service, and event coordination, I 
bring a unique blend of skills to any dynamic work environment. Complementing my practical 
experience, I have pursued and obtained training certifications in Bookkeeping NCII, Housekeeping 
NCII, Front-Office Operation NCII, and Food & Beverage NCII. I am eager to bring my adaptable skill 
set, strong work ethic, and commitment to excellence to a position where I can make a meaningful 
impact.

SKILLS AND ABILITIES
• 	Customer Service			• 	Food Handling/Safety		• 	Administrative Skills
• 	Data Management			• 	Housekeeping				• 	Equipment Operations
• 	Attention to Detail   		• 	Organizational Skills		•	Flexibility/Adaptability
•	Time Management 			•	Physical Stamina			•	Multitasking
•	Communication			•	Team Collaboration			•	Technology Proficiency

WORK EXPERIENCE
Camarines Sur Polytechnic College | Philippines							Jul 2021 - Present
Position: Administrative Aide II
•	Provided administrative support by managing correspondence, phone calls, and emails.
•	Assisted in the preparation and organization of documents, reports, and presentations.
•	Handled data entry tasks, ensuring accuracy and completeness of information.
•	Managed office supplies, inventory, and maintained organized filing systems.
•	Coordinated meetings and appointments, including scheduling and preparing meeting materials.
•	Assisted in processing and routing incoming and outgoing mail.
•	Collaborated with team members to facilitate smooth office operations.
•	Responded to inquiries from staff, clients, and the public in a professional and timely manner.
•	Performed general clerical tasks, including photocopying, scanning, and filing.
•	Contributed to the development and improvement of administrative processes and procedures.

Trilera’s House of Tea | Philippines							 		 Nov 2019 - Jul 2021
Position: Service Crew/Barista
•	Provided exceptional customer service by taking and preparing customer orders.
•	Operated coffee and beverage equipment, ensuring quality in the preparation of drinks.
•	Maintained a clean work area, including the service counter, beverage stations, and dining areas.
•	Handled cash transactions, processed payments, and returned accurate change to customers.

Macagang Business Center | Philippines							 	  Dec 2015 - Apr 2016
Position: Room Attendant
•	Cleaned and maintained guest rooms, ensuring a high standard of cleanliness and presentation.
•	Changed bed linens, replaced towels, and restocked amenities in accordance with hotel standards.
•	Conducted thorough inspections of rooms to identify and address maintenance/cleanliness issues.
•	Collaborated with housekeeping staff to efficiently manage room turnover and guest requests.
•	Followed established procedures for handling lost and found items.

Jollibee Nabua | Philippines							 	  		  Feb 2015 - Aug 2015
Position: Service Crew
•	Took and prepared customer orders in a fast-paced service environment.
•	Managed cash registers, processed payments, and provided accurate change to customers.
•	Maintained cleanliness and sanitation in the dining area, including clearing tables.
•	Ensured proper food handling and storage to meet hygiene and safety standards.
•	Collaborated with kitchen staff to coordinate the timely preparation and serving of orders.
•	Responded to customer inquiries, concerns, and requests in a courteous and efficient manner.
•	Upheld company policies and procedures, including those related to food quality standards.
•	Contributed to a positive team atmosphere and worked collaboratively with fellow service crew.

SM Cinema | Philippines							 	  		 	  Nov 2014 - Jan 2015
Position:	Porter/Usher
•	Welcomed and assisted guests upon arrival, providing a positive and friendly first impression.
•	Managed the orderly flow of guests, guiding them to their designated locations or seats.
•	Assisted with the transportation of luggage or belongings for guests as a porter.
•	Maintained a neat and organized lobby or entrance area.
•	Provided information to guests regarding event details, venue facilities, and amenities.

TRAININGS AND CERTIFICATIONS
•	Bookkeeping NCII
•	Housekeeping NCII
•	Front-Office Operation NCII
•	Food & Beverage NCII
•	Basic Training at Mariner’s Training Institute, 2014
•	Hotel Operations at Jebez Tourism and Hospitality Training Center Inc., 2013
•	On-the-Job Training at Great Eastern Hotel, 2013
•	First Aid Training in the Campus at Camarines Sur Polytechnic Colleges, 2012
•	Two-Year Certificate in Food Servicing at Camarines Sur Polytechnic Colleges, 2011-2012
•	On-the-Job Training at Bigg’s Diner Iriga, 2011		
•	One -Year Certificate In Food Preparation at Camarines Sur Polytechnic Colleges, 2010-2011
	
EDUCATION
Camarines Sur Polytechnic Colleges | Camarines Sur, Philippines					2013 - 2014
Bachelor of Science in Food Service Management

Camarines Sur Polytechnic Colleges | Camarines Sur, Philippines					2012 - 2013
Three-Year Associate In Hotel & Restaurant Management
