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JOB OBJECTIVE
To join a responsible institution that will enable me to impart my knowledge, experience and skills in different fields and most importantly, to be an integral part in the growth of the organization.
WORK EXPERIENCE
TELLER/CASHIER




  November 16,2013 to Present
UAE Exchange Centre

Dubai, United Arab Emirates
· Present a customer service oriented image at all times (Interact positively and pleasantly with customers and employees; make eye contact with each customer and greet with a friendly smile;
· Responded to customer inquiries such as remittance,account opening,allied products, and foreign currency;

· Studied remittance rules and regulations, identifying genuine and fake notes for local and foreign currencies, and other industry related circulars/memorandum and implemented the same in our day to day transactions; 

· Made professional, accurate, cost effective remittances for clients while providing excellent customer service.
ACCOUNTING STAFF/ BOOKKEEPER

     May 29, 2012- May 31,2013
Red Coral Corporation
Balabag, Boracay Island, Malay, Aklan
· Helped in bookkeeping, Accounts Receivable and Accounts Payable processing;

· In charge of Report & Document Preparation;

· Responsible for the office’s Inventory Management;

· Negotiated the purchase of supplies in accordance with company purchasing policies and budgetary restrictions; 

· Prepare and process documents to disburse funds, 

· Make deposits and prepare reports;

· Deal with government agencies for the processing of permits and tax settlement;

· Coordinate and communicate with government offices to ensure company's compliance to existing and newly issued memoranda / circular; 

· Compile and review information for accuracy and maintain records;

· Other duties as required by the Management. 
CASHIER SUPERVISOR



    April 11, 2012- May 29, 2012
Happy Dreamland Theme Park Inc.
Balabag, Boracay Island, Malay, Aklan

· Present a customer service oriented image at all times (Interact positively and pleasantly with customers and employees; make eye contact with each customer and greet with a friendly smile;

· Communicate with guest Dealing with money 

· Complete DSR (daily station reports)

· Hand out tickets (self parking) 
· Maintain knowledge of all special rates, charges to master accounts, discounts, promotions, special offers, etc 

· Resolve minor customer complaints or concerns
TRAVEL COUNSELOR


           February 19, 2011 – November 3, 2011
Ticket Time Travel and Tours
Gaisano Capital, Kalibo, Aklan

· Made professional, accurate, cost effective travel arrangements for clients while providing excellent customer service;

· Processed ticket booking transactions;

· Responded to customer inquiries regarding general information as well as package travel information;

· Studied airline rules and regulations, tariffs and other industry related circulars/memoranda and implemented the same in our day to day transactions;

· Responsible for answering all phone calls from members traveling or needing information on any destination and/or booking details such as reservations in a timely and efficient manner;

· Informed customer, by mail and/or phone, of various information such as the unit price, shipping date, anticipated delay, and additional information needed with regards their booking transactions;

· Completed all ticketing procedures, secured payments and forwarded all sales to Accounting Department together with the pertinent paperwork’s;

· Provided extended accounting duties in fundamental bookkeeping.
ACCOUNTING STAFF



        March 1, 2010-October 30, 2010/
Royal Park Hotel




April 1, 2009- October 30, 2009

Boat Station 1, Brgy. Balabag, 

Boracay Island, Malay, Aklan

· Helped in bookkeeping, Accounts Receivable and Accounts Payable processing;

· Responsible for submitting payroll in a timely and accurate manner;

· In charge of Report & Document Preparation;

· Responsible for the hotel’s Inventory Management;

· Checked inventory control to determine availability of merchandise and notified the respective departments of order that would deplete stock;

· Negotiated the purchase of hotel and restaurant supplies in accordance with company purchasing policies and budgetary restrictions; 
· Responsible for handling daily staff scheduling;

· Other duties as required by the Management.
PART-TIME BARISTA



       October 26, 2009-January 15, 2010
Starbucks Coffee (Rustan Coffee Corporation)
Brgy. Balabag Boracay Malay, Aklan

· Well trained in excellent customer service with emphasis on remembering names and greeting customers with a smile;

· Took the orders of customers, maintained cash drawer, prepared sandwiches, desserts and other food items, stocked kitchen and store shelves; 

· Prepared amazing espresso-based specialty coffee drinks as well as brewed coffee beverages;

· Prepared bills for orders, managed cash register, helped with accounting using adding machine, inventory software, and programs to balance the receipts and the cash register payments; 

· Has wide knowledge of gourmet coffees as well as techniques of grinding, roasting and brewing coffee;

· Acquired enhanced customer experience with friendly service, professional Barista knowledge and outgoing demeanor;

· Sanitized equipment including steaming and brewing equipment, counters, glasses and dishes, and all fountain equipment.
EDUCATIONAL BACKGROUND
COLLEGE
BACHELOR OF ELEMENTARY EDUCATION (BEED)
A.Y. 2004-2008
MAJOR IN MATHEMATICS

Aklan Catholic College
Kalibo, Aklan
BACHELOR OF SCIENCE IN ACCOUNTANCY

June 2004- October 2004
Garcia College of Technology
Kalibo, Aklan
HIGH SCHOOL






A. Y. 2000-2004
AKLAN COLLEGE (Aklan Catholic College)
Andagao, Kalibo, Aklan
ELEMENTARY






A. Y. 1993-2000

LAGUINBANUA ELEMENTARY SCHOOL
Laguinbanua East, Numancia, Aklan
CITATIONS/ACHIEVEMENTS
LICENSURE EXAMINATION FOR TEACHERS (LET) PASSER

September 28, 2008

ELECTED OFFICER

Young Mathematician Club
Aklan Catholic College (A. Y. 2007-2008)

MEMBER


ACCSS Numancia Chapter (A. Y. 2005-2008)
TRAININGS/SEMINARS ATTENDED
   STUDENTS IN FREE ENTERPRISE: Seminar on Entrepreneurship 

October 9, 2004
     Regional Center-Aklan and Capiz

     Aklan State University, Kalibo Campus, Kalibo, Aklan
   “ARE THE GREEN CLEAN?” : An Academic Exploration


September9,2006
     Eco Park, Nabas, Aklan
   “EMBRACING WORLD CLASS TEACHER PROGRAM” 


Feb. 28-29, 2008
     Philippine Association for Teacher Education (Western Visayas)

     Punta Villa Resort, Iloilo City
SKILLS
Proficient in  computer applications such as Microsoft Word, Microsoft Excel, Power point, Paint, Publisher, Movie Maker and advance user of the Internet. Effective communicator of both Filipino and English languages.
PERSONAL INFORMATION
Date of Birth


:
16 July 1988
Birth Place


:
Numancia, Aklan
Age



:
26
Height



:
5’1
Weight


:
99.22 lbs.
Religion


:
Roman Catholic
Civil Status


:
Single
Languages Spoken              :
English / Filipino / Aklanon / Hiligaynon
