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Career Objective:

To be a team player that works hard for the development and success of a team. To secure a position within an organization where I fully render my service and utilize my skills with a positive contribution to the efficiency of the company.

_______________________________________________________________________________________________
Personal Details:

Status


:
Single


Date of Birth

:
January 05, 1981


Nationality

:
Filipino




Religion


:
Protestant


Visa Type

:
Employment Visa
 

Education:

College


:
Holy Cross of Davao College






 October 26, 2002

Course


:
Bachelor of Science in Commerce






 Major in Marketing

 Language Speaks
             :             English, Tagalog, Intermediate-Mandarin

Abilities/Skills:  

· Computer Literate

· Ms Word, Internet research.

· Excellent in written & verbal communications.

· Honest, hardworking and energetic.

· Can work even under pressure.

· Fast Learner & ability to work independently.
______________________________________________________________________________________
Work Experiences:
Secretary 
International Trading LLC

December 28, 2011– December 28, 2013
Dubai
· Add new material to file records, and create new records as necessary.
· Assign and record or stamp identification numbers or codes in order to index materials for filling.
· Keep records of materials filed or removed, using logbooks or computers. And Assist in the safe storage and preservation of official records.
· Answering telephone calls and maintaining diaries.
· Arranging appointments and taking messages.

· Typing and word processing filing.
Customer Service

Sands Hotel, Abu Dhabi

F & B Department 

June 13, 2010 – Dec. 20, 2011
· Handling all incoming phone calls to the Room Service Department and channelling information to those concerned. 

· Knowledge of all outlet menus, and availability thereof in order to sell food and beverage to hotel patrons.
· Handling all guest needs in a professional manner ensuring courtesy and guest satisfaction. 

· Operates cash register and properly settles checks. Works in conjunction with Hotel Cashiering and Teleservices to ensure guest and method of payment.
Assistant English Teacher

May 18, 2007 - January 24, 2009

Royal Kindergarten Education Centre
Shenzhen, China

· Teaches children on how to speak English language through oral and written. Children’s ages 2-4 years old.

· Telling them stories and let them express themselves on how they understand the story.

· Play with them and Sing with them in their Music time.

· Assume all responsibilities of regular classroom teacher, communications with parents, assessments with students.
Sales Associates

June 28, 2005– June 28, 2006

Double Knots’ Philippines
· Promoting newly-arrived product for customer’s future inquiry.

· Practice good customer handling & selling techniques to all the products on sale.

· Arrange and display merchandise to promote sales.

· Maintain records related to sales and wrap merchandise.

Quality Assurance/Sorter 

October 15, 2003 – April 05, 2005

Nakayama Technology Corporation
Digos City, Philippines

· Manages the quality assurance function to ensure highly disciplined compliance with the product and standards including procedures and systems.

· Manages compliance with all regulatory and company safety and standards, system, procedures, and to guarantee absolute quality of products.
· Assigned at the quality control we sort granite and bricks to make sure there are no cracks, hairlines and the right standard size to its side of the stones. 
______________________________________________________________________________________
Seminars & Workshops:

Abu Dhabi Food Control Authority

Essential Food Safety Training Certificate

Syscoms College

Date of Issue: September 20, 2011

National Corporation for Tourism & Hotels

Elementary Food Hygiene Certificate

International Certificate 

August 03, 2010

Certificate of Attendance in Marco Polo Hotel Ocular Tour 

 June 06, 2009
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