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OBJECTIVES:

To acquire new experience and to be able to 
improve my skills and render good service in a position that would give room for me to meet challenges with optimism and sense of commitment.

WORK EXPERIENCE:

Sales Executive / Sales Secretary
March 2013 – February 2015
POWEREE COMMERCIAL CORP.,
Tailee Bldg., FB Harrison St. Pasay City, Philippines

· Perform work involved in developing and processing orders of our good and loyal clients /customers.  
· Responsible in working with clients to discuss the items they require and how they want to use them.
· Responsible in understanding good usage of items and keeping up to date with industry trends, and developments. 

· Responsible to perform precision tasks such as taking, encoding orders thru telephone and sales agents, checking all the pending orders, payments, and credential investigation. They ensure that the quality and services of items are appropriate and visually appealing.
· Mechanically inclined and able to perform normal item repairs.
· Capable of working with minimal supervision

Assistant Manager
June 2012 – January 2013
SINANGAG EXPRESS
North Gate, Alabang, Muntinlupa City, Philippines
· Responsible for all areas of the food & beverage operations

· Ensure all customers are provided with outstanding service

· Ensure kitchen, restaurant, are opened and closed according to policy

· Responsible for ordering supplies, and inventory control and establishing relationship with

suppliers ensuring the business receives competitive terms

· Responsible for food hygiene, and health and safety issues

· Responsible to assist in menu planning, development and meal specials

· Ensure all kitchens and eating areas are organized and maintain a high level of cleanliness

· Provides leadership and guidance to all team members

· Ensure proper cash management controls are followed by all food & beverage staff members,

as per policy

· Responsible for food quality, and presentation

· Ensure the food & beverage operations are properly staffed with trained competent individuals

· Ensure waste is minimized and properly recorded

· Responsible for report generation on a per needs, monthly and fiscal basis

Receptionist / Front Desk 1
November 2011– May 2012
CORON ECO LODGE
Calle Real St., Coron Palawan, Philippines 
· To undertake front of house duties, including meeting, greeting and attending to the

needs of guests, to ensure a superb customer service experience.

· To build a good rapport with all guests and resolve any complaints/issues quickly to

maintain high quality customer service.

· To deal with guest requests to ensure a comfortable and pleasant stay.

· To assist in dealing with customer complaints in an effective and courteous manner,

providing or seeking solutions as quickly as possible.

· To be responsible for accurate and efficient accounts and guest billing processes.

· To assist in keeping the hotel reception area clean and tidy at all times.

· To undertake general office duties, including correspondence, emails, filing and

switchboard, to ensure the smooth running of the reception area.

· To administer all routes of reservations to ensure that room bookings are made and

recorded accurately.

· To ensure that all reservations and cancellations are processed efficiently.

· To keep up to date with room prices and special offers to provide accurate information

to guests.
Cashier
April 2011 – September 2011

BOG Cafe

USU Francisco B. Reyes Airport, Busuanga Coron Palawan, Philippines

· Customer service oriented / Good communication Skills
· Greet customers, take order, ability to multi task

· Operate cash register

· Receive and process payments

· Wrap and place food items in bags

· Stock and clean counter area
EDUCATIONAL BACKGROUND:

TERTIARY:

AB Literature Major in English


Jose Rizal University (JRU)


Shaw Boulevard, Mandaluyong City, Philippines



2002 - 2006
SECONDARY:
Saint Agustine Academy (SAA)


Coron Palawan, Philippines


1998-2002
ELEMENTARY:
Saint Agustine Academy (SAA)


Coron Palawan, Philippines



1992-1998

SKILLS:  
Computer Literate on Microsoft Office, Adobe Photoshop 

PERSONAL INFORMATION:

Date of Birth

: May 07, 1985
Birth of Place

: Sto. Rosario Hagonoy, Bulacan Philippines

Civil Status

: Single

Citizenship

: Filipino

Language

: Tagalog and English

Height


: 5’7”
Visa Status

: Tourist Visa
