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Executive Level Professional – Administration /
Culinary Staff / Kitchen Staff
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	PROFILE SUMMARY
	
	

	Versatile, enthusiastic, and result driven professional with track record of 2 years of experience in providing administrative support and customer service within leading companies in the Philippines. Have a strong know how of office administration with proven track record of personal achievements. Excellent competencies in interacting with clients, colleagues, and management, working well under pressure and with small supervision, multitasking, and meeting strict deadlines. An energetic, approachable and ambitious team player holding excellent communication, presentation, analytical, coordination, problem solving, leadership, and time management skills with presentable personality. Now seeking a suitable opening in Administration or Culinary Arts to broaden knowledge and use of expertise.

	STRENGTHS

	· Excellent Command over Administration
	· Negotiation-Public Relation Skills

	· Effective Planning and Coordination
	· Competence in Computer Applications

	· Exposure in Customer Service Industry
	· Keep Confidentiality of Documents

	· Typing Speed of 50 wpm
	· Friendly & Outgoing Personality

	

	
	RECENT EDUCATION
	

	

	Diploma in Culinary Arts and Pastry
Center for Asian Culinary Studies, Manila, Philippines
Associate in Hotel and Restaurant Management
Centro Escolar University, Makati City, Philippines
Secondary Education
St. Francis School, Sta. Ana Manila, Philippines
Primary Education
Don Bosco School, Sta. Mesa Manila, Philippines
	2010-2011
2009-2010
2006-2009
2001-2006

	

	
	ACHIEVEMENTS
	

	· Significantly strove towards contributing to the company’s business growth by displaying enthusiasm, commitment, honesty and dedication on work profile.
· Successfully developed skills in getting the most cost-effective and efficient way of order handling and other administration responsibilities.
· Always made a big impression on guests and staff with cheerful personality and warm welcome.


	
	CAREER SNAPSHOT
	

	

	HR Officer/Document Controller
National Gulf Investment, Dubai

Commis Chef
Raffles Hotel, Dubai
Service Crew
	Apr 2015 – Jul 2015
Dec 2013 – Apr 2015
Mar 2013– June 2013

	BBQ Chicken Restaurant, Ten Mile Junction, Singapore
	

	Sales Support – Administration Asst./Document Controller
	Aug 2010 – Mar 2013

	Blue Cross Insurance Inc., Philippines

	

	On the Job Training – Cold Kitchen and Butchery Kitchen Staff 
	Jun 2010 – Aug 2010

	Intercontinental Manila Hotel, Makati City, Philippines

	


	
	

	

	
	PROVEN JOB ROLE
	

	HR Officer – National Gulf Investment (NGI)
· Advertise vacancies in different job websites

· Conducts initial screening of applicants

· Facilitates the recruitment process of new employees from processing of employment visa to securing medical clearance up to obtaining residence visa

· Coordinates with the PRO’s from the visa applications up to cancellations of employment
· Coordinates with the Project Site Managers regarding the status or profile of the new and old employees

· Maintains the employee information database and updates it whenever necessary

· Informs employees regarding renewal of visa, passport and Emirates ID

· Maintains employee attendance records (vacation, sick leave, business trips, etc.) which needs to be submitted to the payroll team for consideration upon the computation of the salary

· Maintains or files the employees documents like passport, labor contracts and other legal employee and/or company documents
Commis Chef - Raffles Hotel

· Prepared, cooked and served food delegated as my responsibility ensuring the highest possible quality is maintained and that agreed standards for food preparation and presentation are met at all times under guidance from a senior chef.

· Maintained a high standard of specified work in accordance with the Executive Head Chef’s instruction.

· Aided in achieving food cost, kitchen standard and overall objectives.

· Work as a part of a team in a constructive manner that enables the hotel to achieve the objective of being a market leader in the luxury hotel sector.

· A responsible, whilst liaising with the Executive Head Chef, for self-development.

· Carry out and assist in the smooth running of the kitchen.

· Attended all meetings and trainings sessions as required.

· Complied with any reasonable request from my supervisor.

· Punctual for work and report directly to the manager on duty in arrival in the kitchen

· Had an understanding of menu planning, the implementation of stock controls, the importance of good stock management, and how this enables the kitchen to meet the gross profit.  
Service Crew – BBQ Chicken Restaurant

· Greeting customers while offering customer service attention, taking, assembling food orders, requesting and receiving payment and operating the cash register.
· Cleaning in accordance to the company’s sanitary standards. Cleaning the customer service area and removing trash.
· Checking stock of products and insuring proper stock levels and rotation.
· Checking equipment to ensure that it is proper working order, letting the management team know if there might be a problem.
· Back up other crew members in their jobs, assists in any area to ensure that the food is being prepared, packaged and delivered to the customer in a timely manner.
· Proficient in more than one area of responsibility and might not always work the same job function or schedule each day.


	Sales Support / Administration Assistant - Blue Cross Insurance Inc.

· Responsible for the upkeep of the working facilities agree with management’s standard.  
· Handled customer support, telephone calls.
· Controlled document entry, prepared daily report, and uphold an extensive filling system.
· Placed orders for all territories and sourced items locally.
· Oversaw variations; followed up with sellers and noted to the Operations department.
· Conferred with requisitioning departments and reviewed supporting transaction documents to ensure consistency and conformance with procedures.

	

	On Job Training: Butchery Staff and Cold Kitchen Staff – Intercontinental Hotel

· Assisting in preparation of and serving of meals to customers.
· Preparing menu plans and ensuring that the kitchen and service areas are clean and tidy.
· Managed the kitchen’s controllable expenses including the food costs, supplies, uniforms and equipment. Implementing, monitoring and reviewing food safety systems.
· Participating accurate records of food supplies and freezer / refrigerator temperatures.


	
	IT SKILLS
	

	· Skilled in MS Office (Word, Excel, & PowerPoint), Opera System Internet and E-mail applications.
· Typing speed of 50 words a minute and knowledgeable in operating fax/ photocopy machines.


	
	PERSONAL DETAILS
	

	

	Nationality
	:
	Filipino

	Date of Birth
	:
	12th of May 1990                   

	Marital Status
	:
	Single

	Languages
	:
	English & Tagalog

	

	
	REFERENCES
	

	Provided at once on question with supporting documents


