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CASAÑA, GAY GAYAP

Block 1, Lot 4, Annex 46, Better Living Subdivision, Parañaque City, Philippines

09285432336

heart2hearty@yahoo.com
______________________________________________________________________________________

Career Objective:

Desire a position that will allow me to use my skill in the field of communication, teaching, technical, and analytical in an organization that provides a balanced  work- life environment.

Strengths:




· Qualified professional with extensive Internship Program in English Secondary Teaching with students of different levels and cultures.

· Qualified professional with 4 years degree in secondary education major in English

· 2 years experienced professional in hotel and restaurant  management

· Handled pressured tasks both technical and non-technical

· Extensive experienced as a data encoder which develops my computer literacy

Additional Skills:

· Cashiering

· Clerical/ bookkeeping

· Customer Service

· Reporting

· Coordinating

· Planning

· Reserving

· Attendant

· Telephone Operator

· Encoder

· Proficient in the following:

· MS Office Applications

(Word, Excel, Power Point, Publisher, Acces)

· Basic pdf/ tiff application

· Basic Photoshop Adobe

· Power Base

· E-mail Writing

Professional Experience:

1. November 2008- present

Inforesta Philippines Inc.





Data Encoder/ Clerk





Job Description:

· Edit scanned  medical documents (tiff/pdf)

· Assure the quality of the scanned documents

· Check the title, volumes, spellings, author, year publications of the scanned materials 

· Check if the data entry of the order sheets are the same with the articles

· Download medical documents from Tokyo Japan server 

· Surfing the internet for checking other medical documents

2. September 2008- November 2008





Prime Manpower





Data Encoder





Job Description:

· Data Encoding

· Completion of soft and hard copies of documents

· Providing documents needed for sending to different clients

· Assists in sourcing candidates for recruitment 

· Assists the candidates’ assessments

· Assists in recruiting candidates

· Assists in outsourcing candidates through surfing the internet

3. April 2006 to April 2008





Metro Pension Plaza





Front Desk





Job Description: 

· Answers incoming calls and direct calls correctly

· Responsible for guests room reservation

· Takes and delivers messages

· Welcomes customers and visitors and direct them appropriately

· Checks fax machine for incoming faxes and delivers to appropriate personnel

· Completes customers orders, files and documents

· Responsible for the queries and concerns of guests

· Create customer files

· Maintains cleanliness of lobby and front office

· Responsible for the general office duties as assigned

· Responsible for the money received from guests fees for their hotel accommodation

· Serves as a cashier and billing assistants

· Responsible for the payments and compilation of the hotel receipts, such as BIR, electricity and water receipts

· Operate office equipment such as computer, fax machine and laminator 

· Responsible for the maintenance of the office supplies

· Responsible for room checkup, linens and amenities

· Responsible for the cleanliness of the rooms

· Cook short order foods quickly

· Serves the food to the lounge area or guests rooms in appropriate manner

· Responsible for the check up of the kitchen utensils and stocks

· Responsible for the list of prices and stocks of the convenience store inside the hotel

Education: 

Highest Education
 

Field of Study:
Bachelor of Science in Secondary Education

Major: 



English 

CGPA:



1.77

University:


Mindanao State University

Located In:


Marawi City

Graduation Date:

December 16, 2006

 



Secondary Education

School: 


Jesus Cabarrus Catholic School

Located in: 


Nonoc Island, Surigao City

Graduation Date: 

March 2001

Trainings Seminars Workshop Attended:

1. Call Center Associate Training (Time Share) – Prolixus. PSE- 
Ortigas Center July 2008

2. Voice to Text Training (Conversion Agent) – ScopeWorks Asia 
inc. Allied Bank Center, Makati City August 2008

3. The 7 Laws of the Learner Certificate - Little School for Life. 
Mindanao State University, Marawi City January 8, 2003

4. Teaching with Style Seminar - Little School for Life. Mindanao 
State University. Marawi City March 12, 2003

5. Certificate of Recognition (Technical Crew) Stage Craft and 
Dramatics Play - Mindanao State University. Marawi City 
March 31, 2004

6. Reading: Key to All Kinds of Learning Seminar - Mindanao 
State University. Marawi City August 2003

7. Awareness on Societal Problems Seminar - Mindanao State 
University. Marawi City November 2005

8. Seminar-Workshop in Fitness Development - Mindanao State 
University. Marawi City February 10, 2002

Personal:





Age: 


24 years old


Birthplace: 

             Lakandula, Placer, Surigao del Norte


Date of Birth: 

27 February 1984


Height: 


5’2”


Weight:


59 kg.


Marital Status: 

Single


Religion: 


Roman Catholic

