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CAREER OBJECTIVE:

Seeking a challenging career with progressive organization that provides opportunity to utilize my skills and abilities.. Also to improve myself by continues learning in and outside the horizon of my responsibilities such I can contribute for the progress of the organization.



EDUCATIONAL BACKGROUND:                                                          Year

SHORT COURSE:
Human Resource and Administration                                                              2019
Filipino Institute of Bahrain
Office System Application                                                                            2015-2016
Information Technology Center, 
Tertiary:	
            Bachelor of Science in Entrepreneurship				 
	Bicol University Polangui Campus				     	2012-2016
	Polangui, albay
Secondary:
Oas Polytechnic School					       	2008-2012
Oas, Albay
Elementary
Oas East Central School		                   			2004-2008
             Oas, Albay

TECHNICAL SKILL
· Knowledge in Marketing, Financial, Production and Sales.
· Microsoft Office (Ms Word, Excel and PowerPoint)	
	
PERSONAL SKILL
· Ability to work under pressure and take initiative.
· Ability to work independent or part of the team.
· Ability to motivate.

HIGHLIGHTS OF QUALIFICATION
· Outstanding Trainee
· Computer Literate
Eager to take courses or additional training in order to develop new skills
· Follow established workplace rules and guidelines
· Learn quickly and have a good memory for details
· Work well with others under sometimes busy or stressful situations
· Hardworking and willing to learn





WORK EXPERIENCE.                                                                           
· QC Material Receiving Inspector          Emperador Distillers Inc. Philippines (2015-2016)              
· Housekeeping                                           Frsan Palace Hotel Manama Bahrain (2016-2017)
· Waitress                                                     Frsan Palace Hotel Manama Bahrain(2017-2019)
· Front Desk Receptionist                          Frsan Palace Hotel Manama Bahrain(2019 to present)


QC Material Receiving Inspector
 Job Description
· Approves incoming materials by confirming specifications; conducting visual and measurement tests; rejecting and returning unacceptable materials.
· Approves in-process production by confirming specifications; conducting visual and measurement tests; communicating required adjustments to production supervisor.
· Approves finished products by confirming specifications; conducting visual and measurement tests; returning products for re-work; confirming re-work.
· Documents inspection results by completing reports and logs; summarizing re-work and waste; inputting data into quality database.
· Keeps measurement equipment operating by following operating instructions; calling for repairs.
· Maintains safe and healthy work environment by following standards and procedures; complying with legal regulations.
· Updates job knowledge by participating in educational opportunities; reading technical publications.
· Accomplishes quality and organization mission by completing related results as needed.

Quality Inspector Skills and Qualifications:
· Analyzing Information 
·  Reporting Research Results,
·  Documentation Skills,
·  Promoting Process Improvement,
·  Safety Management, Managing Processes, 
· Manufacturing Methods and Procedures,
· Supports Innovation, CAD, Quality Engineering, Operations Research

Frsan Palace Hotel
Housekeeping
 Job Description 
· Perform a variety of cleaning activities such as sweeping, mopping, dusting and polishing.
· Perform check in and check out of guest rooms.
· Attending guest request and calls.
· Follow up rooms to ensure the cleanliness before the guest arrivals.
· Ensure all rooms are cared for and inspected according to standards
· Protect equipment and make sure there are no inadequacies
· Notify superiors on any damages, deficits and disturbances
· Deal with reasonable complaints/requests with professionalism and patience
· Check stocking levels of all consumables and replace when appropriate
· Adhere strictly to rules regarding health and safety and be aware of any company-related practices


Frsan Palace Hotel
  Outlet Waitress
	Job Description
· Greets guests and presents them with the menu.
· Obtaining revenues, issuing receipts, accepting payments, returning the change. 
· Performing basic cleaning tasks as needed or directed by supervisor. 
· Server food and beverage to the guest as per the course of order.
· Observes guests and ensure their satisfaction with the food and service.
· Maintaining proper dining experience, delivering items, fulfilling customer needs, offering 
· Desserts and drinks, removing courses, replenishing utensils, refilling glasses. 
· Adhere to grooming and appearance standards consistently. 
· Assist bus persons with stocking and maintain the restaurant par stock levels and side station.
· Help other areas of the restaurant such as answering telephones and completing financial transactions.












Frsan Palace Hotel
Front Desk Receptionist 
      Job Description 
· Greeting and welcoming guests and providing them with a positive first impression of the organization
· Directing guests and answering their questions
· Notifying other workers of visitor arrival
· Maintaining security and telecommunications systems
· Keeping office secure by following procedures, monitoring logbooks, and issuing visitor badges
· Complying with procedures, rules, and regulations on keeping a safe and clean reception area
· Documenting and communicating various actions, irregularities, and continuing needs
· Contributing to the team by accomplishing tasks as needed
· Answering the telephone; taking and relaying messages; providing information to callers
· Providing administrative and clerical support
· Preparing letters and documents
· Receiving and sorting mail and packages
· Scheduling appointments and maintaining appointment calendar
· Coordinating meetings and organizing catering and room bookings
· Scheduling travel
· Operating Point of Sale systems
· Validating parking tickets
· Ordering office supplies
· Managing digital and hard-copy filing systems



SPECIAL SKILLS
· Computer Literate
· Accounting skill (Bookkeeping)
· Dress Making

















PERSONAL PROFILE:
Age			: 28 years old			Civil Status       	: Married
Religion	            : Roman Catholic		Birth Date	             : January 11 1992
Birth Place	             : Oas, Albay			Nationality	            : Filipino
Language Spoken	: English, Tagalog
 














I hereby attest that the above information is true and correct to the best of my knowledge.



__________________
Signature
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