Hazel Mae S. Tolentino

21 Brgy. Pratong, Narvacan, Ilocos Sur

Philippines, 2704

Phone No.: (63) 956-504-53216

Email Add: hazeltolentino525@gmail.com

PERSONAL INFORMATION

Permanent Address
: 21 Brgy. Pratong, Narvacan, Ilocos Sur, Philippines, 2704 

Birthdate

: June 30, 1999

Birth Place 

:  San Marcelino, Zambales  


:  5’5 ft.

Weight 


: 121 lbs.

Sex 


:  Female 

Civil Status 

:  Single  

Religion

:  Roman Catholic 

Nationality 

:  Filipino 

BENEFICIARY

Beneficiary Name
:  Tolentino, Jeanalyn Soriano 

Relationship 

:  Mother 

Permanent Address
:  21 Brgy. Pratong, Narvacan, Ilocos Sur, Philippines, 2704

Tel. No. 

:  (63) 917-838-3660

DEPENDENTS:

Father:  Arch. Tolentino, Erwin Baclig 

Birthday:  January 2, 1975







Birth Place:  Bascaran Daraga Albay







Occupation:   Architect

Mother:  Tolentino, Jeanalyn Soriano

Birthday:  October 27, 1978







Birth Place:  San Marcelino, Zambales







Occupation:  Housewife 

Daughter: Azada, Yzabela Claire Tolentino
Birthday:  March 18, 2021







Birth Place:  Tamag, Vigan City

BROTHERS / SISTERS

Brother:  Tolentino, Eliel Izaiah Soriano

Birthday: July 26, 2010








Birth Place:  Sta. Maria, Ilocos Sur

Civil Status:  Single 

Occupation:  Student 

Sister:  Tolentino, Czarina Angela Soriano
Birthday: December 09, 1998 



Birth Place:  San. Marcelino, Zambales

Civil Status:  Single 

Occupation: Business Owner
EDUCATIONAL BACKGROUND

Elementary  





              Year [From] - [To]



School: NarvacanSouth Central School 



 2006-2011


Address:  San Jose, Narvacan, Ilocos Sur,  Philippines




Secondary 


School: Narvacan Catholic School



2011-2015


Address:   Sta. Lucia, Narvacan, Ilocos Sur, Philippines

College


Course:Bachelor of Science in Hotel and Restaurant Management (undergrad) 

School:  Saint Luis University 





Address: Bakakeng, Baguio City, Philippines 


1995 - 2001

EMPLOYMENT HISTORY

Position:  Liaison

Company:  EBT Construction Co. 

Address:  Narvacan, Ilocos Sur, Philippines

Date:  December 2022- Present

Reason for Leaving:  Presently Employed

Job Description / Duties and Responsibilities: 

Identifying the company’s goals and objectives

Researching collaborative and new market opportunities

Monitoring the implementation and performance of various business strategies

Staying up-to-date with the latest developments and changes in the business

Coordinating and collaborating with external vendors and stakeholders

Communicating with the staff members to identify and resolve any ongoing issues

Preparing and presenting reports on business updates, progress, and any other important issues

Assisting in resolving conflicts between the company and other entities

Representing the company at various events and conferences
Position:  Freelance Virtual Assistant
Company:  SFC MARKETING
Address:  Ilocos Sur, Philippines

Date:  Jan. 2022 - May. 2022
Reason for Leaving:  Resigned 

Job Description / Duties and Responsibilities: 

Manage and respond to emails

Schedule and coordinate meetings

Create and maintain filing systems

Create and update spreadsheets

Prepare presentations and reports

Manage and update social media accounts

Create and manage databases

Perform data entry tasks

Assist with customer service inquiries

Create and manage marketing campaigns
TRAININGS / SEMINARS ATTENDED

Training Center:  Health Services Office 

Duration:  December 08, 2016

Address: Baguio City, Philippines 

Title: Food Handlers Orientation

Training Center: Former Saint Aloysius
Gonzaga Chapel
Duration:  November 17, 2016

Address: Baguio City, Philippines

Title: “CARPer: Towards Achieving Sustainable Development in the Countryside”

Training Center:SIRIB Center, Saint Luis University
Duration: February 19, 2016

Address: Baguio City, Philippines

Title: Online Marketing

Training Center: Saint Luis University SABM CIS
Duration: March 01, 2019

Address: Baguio City, Philippines

Title: Shipboard Safety Orientation Training and Cruise Base Bartending 

SPECIAL SKILLS / INTERESTS

Computer literacy

Great attention to detail

Excellent customer service

Analytical and problem-solving

Excellent time management skills

Multitasking and good communication

Ability to work unsupervised and deliver quality work

Ability to prioritize and organize work effectively and efficiently
CHARACTER REFERENCES

Mrs. Chit Florentin Former Professor 

Saint Louis University, Baguio City,

Maryheights Campus+63 916712 4629

Mr. Erwin Guttierez

Former Manager

PAMANA and Tsokolateria Baguio Branch

+639953624782
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_________________________

   Applicant’s Signature  

