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Visa Status: Employment (Transferable)

POSITION APPLIED: SECRETARY/RECEPTIONIST
PROFESSIONAL PROFILE

I have working experience in restaurants in UAE and in Philippines. I gained enough skills and experiences that qualify me for the position of Receptionist/Admin Assistant or any post in the Intermediate or Operations level. I have attended several seminars and trainings related to Team Building, Food & Beverage Hygiene, Leadership Skills, Customer Service and First Aid Application. I am very friendly and get along easily with others and very much enthusiastic to join a new company with multicultural environment where I can expand my knowledge and contribute my skills.

WORK EXPERIENCE

RECEPTIONIST/ADMIN ASSISTANT
IT –Dubai, UAE

July 19-Present
· Provide office support services in order to ensure efficiency and effectiveness within the Hamlet Office
Main Activities
- Receive, direct and relay telephone messages and fax messages
- Direct the First Nations Members and the general public to the appropriate staff
member
- Pick up and deliver the mail
- Open and date stamp all general correspondence
- Maintain the general filing system and file all correspondence
-Assist in the planning and preparation of meetings, conferences and conference
telephone calls
- Make preparations for Council and committee meetings
- Maintain an adequate inventory of office supplies
- Respond to public inquiries
- Provide word-processing and secretarial support
· Perform clerical duties in order to maintain Hamlet administration
Main Activities
- Develop and maintain a current and accurate filing system
- Monitor the use of supplies and equipment
- Coordinate the repair and maintenance of office equipment

·  Performs receptionist functions
Main Activities
- Answer all incoming calls and handle caller’s inquiries whenever possible
- Re-direct calls as appropriate and take adequate messages when required
- Greet, assist and/or direct students, visitors and the general public

· Support the Executive Director and other staff
Main Activities
- Assist the Executive Director and other staff as requested
- Provide administrative services for the Executive Director

· Perform other related duties as required

COMMI II/ CASHIER

PROHPAHTEA CAFE– Dubai, UAE

July 1, 2012- May 30, 2014
Duties & Responsibilities:

· Maintaining the quality and quantity of food as per standard.
· Making the food according to the order of customer from the menu.
· Checking the temperature of chiller, fridge and freezer as per the GHP standard.

· Learning all things in kitchen to Senior Chef.

· Maintaining the availability of stocks.

· Greeting the customers.

· Taking the order of customer.

· Receiving the suggestions and comments of customer.

· Responsible on closing the cash and make reports for it.

HOSTESS

MICROTEL HOTEL-Cavite, Philippines
May 2011- May 2012

Duties & Responsibilities:


●Greet guests and patrons personally and on the telephone
● Offer appropriate seating arrangements

● Present menus and take orders

● Ensure the quantity of menus is sufficient to cater to the number of guests

● Relay orders to the kitchen and ensure all orders are filled in a timely and accurate fashion

●Set up dining rooms and make reservation arrangements

● Maintain clean and organized tables and work area

● Assist room service when and as needed

● Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant

ACADEMIC EDUCATION

· Associate of Hotel and Restaurant Management(AHRM) -March 2011

Lipa City Colleges


Batangas, Philippines

· Diploma in Computer Application

Ayala Lipa Ama University

City Batangas Philippines

· Higher Secondary Education- March 2007
Lipa City Batangas, Phillipines

COMPUTER & OTHER RELATED SKILLS 

Diploma in Computer Applications (DCA), MS Office, Typing, Communication, Salad making and mixing mock tails.

INTERESTS

Watching movies, Cooking, Internet surfing, Reading, Outdoor sports.

PERSONAL INFORMATION

Date of Birth
:
October 18, 1991

Age

:
23
Nationality
:
Filipino

Civil Status
:
Single

Height             :         5`1”
CHARACTER REFFERENCES

Available upon request
