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	LANIE TAMAYOx

	Position Desired
	  Administrative & Support / Executive Secretary

	Experience
	1999 - Present
	L’Opera Inc.                             
	Manila, Philippines

	
	L’Opera Ristorante Italiano is one of the best fine dining restaurants in Manila with over four (4) branches in business districts in the Philippines and a flagship branch in Fiji Islands.  www.loperagroup.com
Assistant Operations Manager                                                                    2005 - Present

· Oversees Restaurant Operations for all four [4] branches.

· Daily Coordination with all Branch Managers

· Responsible for planning functions, events, and special occasions for both Guests and Management.

· Monitors and Records all daily sales of the Group.

· Performs accounting duties such as monitoring of Accounts Payable/ Receivable for all selected   Branches. 

· Performs Human Resources functions such as implementing and coordinating policies and programs covering the following recruiting, training and employee and labor relations.

Executive Secretary to a President & CEO  (Italian)                                  1999 - 2005

· Performs Administrative Functions such as drafting correspondence, scheduling appointments, organizing & planning daily activities 
· Organizes Travel and Accommodation Arrangements [Local and International]

· Provides support activities such as answering telephones enquiries, review incoming and outgoing correspondence.

· Performs General Clerical Duties including but not limited to filing, spreadsheets, photocopying, emailing and faxing.



	
	1998
	CPM Foods Inc.
	Manila, Philippines

	
	The Company carries exclusive Italian wine and food products distributing to 5 Star Hotels and Restaurants.
Sales Executive

· Inventory monitoring and control

· Recording and monitoring of Accounts Receivable

· Handles collection & petty cash      
· Telemarketing

· Purchase order clerk

· Knowledge in processing and documentation of importation



Unit 1204B 21’st Century Tower, Sheikh Zayed Road, Dubai, U.A.E. P.O Box 53553

          Mobile no. 050-3767508 Tel. No. 04-3438769 E-mail: lanie_jt@yahoo.com

	
	1996 – 1997                      McDonald’s (McGeorge Food Industries)        Manila, Philippines

	
	Service Crew : Corporate Value Awardee

· Served Food to Guests

· Cashier Functions

· Assisted in Special Events



	
	1997 – 1998                                       

[Practicum]                            Philippine National Bank                                Manila, Philippines          

	
	Clerk, New Accounts Department



	Education
	1994 – 1998              Polytechnic University of the Philippines                    Manila, Philippines

	
	Bachelor of Science in Banking and Finance

	Relevant Skills/ Trainings
	 Computer literate [Microsoft Word, Excel, etc.]

Assistant Wedding Coordinator for almost 50 weddings          2003 – 2005

Stockholders’ Meetings Ushering for San Miguel Corporation 1995 - 1998



	Personal Details 
	Date of Birth   :  6 February 1977      

Citizenship      :  Filipino

Civil Status     :  Single 


