Javier Ferrer 

#15 Meadow Lane							Mobile phone: (787) 379-7050
Villa Verde 								E-mail: javiferr89@gmail.com
Guaynabo, P.R. 00966


EDUCATION		Boston University
			Bachelor of Arts
                                                Major: English, Language and Literature
			Graduation Date: January 2014


WORK 
EXPERIENCE		
			San Juan Marriott Resort & Stellaris Casino                                                    San Juan, P.R.
			Guest Services Agent/Runner                                                          September 2014 - Present

· Process all guest check-ins, check-outs, room assignments, and room change/late check-out requests. Secure payment; activate/reissue room keys. Ensure rates match market codes, document exceptions. Verify/adjust billing for guests. Communicate to appropriate staff when guests are waiting for an available room. Clear departures in computer system. 
· [bookmark: _GoBack]File guest paperwork or documentation. Operate telephone switchboard station. Run and check daily reports, contingency lists, and credit card authorization reports. Supply guests with directions and information. Answer, record, and process all guest calls, requests, questions, or concerns; follow up to ensure each has been met to guests’ satisfaction. Cash guests' checks, process all payment types, vouchers, paid-outs, charges, and provide change.

Fernando C. Pujals & Bros, Inc. 		   			    Guaynabo, P.R 
			Office Clerk, AR Assistant, Sales Assistant 		 	September 2013 - 2014
· Assisted  the Accounts Receivables department.   Worked with data entry, Excel spreadsheets and MAS90 computer programs. Worked with new client files,  creating credit memo modules and  sales reports. 
·  Aided  retail sales representatives.  Daily client sales servicing,  distribution and merchandising in greater San Juan metro area. 

Casiano Communications			                         		     San Juan, P.R. 	  Web/Copy Editing Intern                                                                       September - Nov. 2012
· Performed news research and collaborated with copy and web editors in publishing the weekly business newspaper, Caribbean Business. 
· Assisted in updating the online version of the editorial. 
· Translated news excerpts from Spanish to English.

			Lopito, Ileana & Howie	  			 	  	  Guaynabo, P.R.
Promotions Agent					      July - November ‘2011
· Conducted sales pitches and promoted new uses for common Nesquik products in food retailers. 
· Assisted in promoting health and diet awareness campaigns. 
· Participated in brainstorming sessions and surveys for marketing products.

			Velez-Pastrana & Associates				                   Hato Rey, P.R.
			Paralegal Assistant				      Summer ‘2009 & Summer 2010
· Assisted attorneys in research and case preparation. 
· Organized files and maintained billing spreadsheets pertaining to clients. 


SKILLS			Languages:  Fluent in English and Spanish.
			Computer:  Proficient in: Word, PowerPoint, Excel, WordPerfect. Knowledge of: MAS90.						

REFERENCES		References and writing samples available upon request.
