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Keys for Success:

· Leadership

· Teamwork

· Training

· Communication

· Continuous Improvement

CAREER OBJECTIVE

To search a challenging work/position to meet my competencies, capabilities, skills, education and experience.
PERSONAL INFORMATION

Nationality:

Filipino


Passport No.:

EB4214044
Resident of:

Philippines


Visa Status:

Residence Visa








        (Sponsored by the company)                      









           (Expiry date: 04-05-2015)
Birth date:

June 19, 1984

Gender:

Female

Civil Status:

Single

WORK EXPERIENCE
March 16, 2013 – March 29, 2015
WAITRESS






Wadi Doan Mandi & Madbi Restaurant






Al Garhoud, Dubai, UAE

1. Give a quality service to the customer.

2. Responsible for giving starter to the customer.

3. Responsible for taking customers order.

4. Deliver food to the customers table.
5. Dishing out after taking meal of the customers.

6. Responsible for giving the bill of the customer.

7. Do other related jobs as requested by the management.
October  2012 – February 2013 
CASHIER/WAITRESS






Kebab Shiraz Restaurant






Global Village, Dubai, UAE

1. Handle the cash machine.

2. Responsible for keeping the petty cash and tip.

3. Prepare Daily Sales Reconciliation Report.

4. Preparing the monthly Sales Repot.

5. Segregated KOT daily and monthly.
6. Keeping and preparing the monthly payroll of the tips.

7. Act as waitress.
8. Do other related job as directed by management.

July 2011 – June 2012


LABORATORY AIDE





Department of Agriculture, Bio-N Mixing Plant






Bo.2, Tacurong, Sultan Kudarat

1. Conduct production/processing & packaging of Bio-N organic fertilizer.

2. Conduct laboratory activities, maintain cleanliness of laboratory facilities & do other related activities related to fertilizer production.

3. Encode laboratory results & do other related activities as directed by direct supervisor.

4. Assist Technology Demonstration Program Focal Person in conducting technical briefing on the proper use of Bio-N Organic Fertilizer to Rice Techno Demo farmer beneficiaries.
5. Assist in the delivery of Bio-N Organic Fertilizer to different Technology Demonstration Project sites.
April 2011– July 2011


OFFICE CLERK/LIAISON
Department of Agriculture – Gender and Development Program






Zulueta St., Koronadal City, Philippines

1. Assist in the conduct of meetings/workshop.
2. Do clerical & encoding works.
3. Receive & transmit communications from/to the concerned offices/personnel.
4. Facilitate/follow-up vouchers necessary for the use of GAD/FA operations/procurements.
5. Liaise with concerned offices re-GAD activities.

6. Do other related activities as maybe assigned by immediate supervisor.
March 2011 – May 15, 2011

OFFICE CLERK/LIAISON
Department of Agriculture, RTD for Research and  

                                                                   Regulatory Division
                                                                   Zulueta St., Koronadal City, Philippines

1. Act as liaison/office clerk of DA-CEMIARC, Amas, Kidapawan.
2. Receive and transmit communication from/to the concerned offices/personnel.
3. Prepare travel orders and attachments of voucher.
4. Facilitate vouchers for payment.
5. Do other related activities as maybe assigned by immediate supervisor.
June 16, 2009 – February 2011
DATA ENCODER
 Department of Agriculture, Agri-Pinoy Palayan  Prog.
 Zulueta St., Koronadal City, Philippines

1. Prepare vouchers for payment.

2. Act as Secretariat in trainings, workshop and meetings of Agri-Pinoy Palayan Program.

3. Receive telephone calls and incoming communications.

4. Receive and transmit from/to concerned/ personnel. 

5. Do other related functions as maybe assign by immediate supervisor.
April 2007 – June 15, 2009
ACCOUNTING CLERK
Department of Agriculture-Central Mindanao   Integrated Agricultural Research Center for Upland  

 & Lowland


Bololmala, Tupi, South Cotabato, Philippines
1. Check incoming vouchers and supporting documents for acceptability on the basis of prescribed accounting principles and standard. 
2. Process vouchers for payment and forwarded at the same time to the accountant for fund control and signature.
3. Record/control voucher for payment/check issuance.
4. Prepare systematic filing of paid vouchers.
5. Sort-out paid vouchers for audit.
6. Prepare required/needed financial report for audit.

7. Prepare needed report for submission to DA-RFU XI, Davao City.

8. Prepare subsidiary ledger for the liquidation report to be submitted to the auditor.

9. File liquidation report by month.

10. Prepare vouchers & do other related activities assigned from time to time by direct supervisor.
August 2006 – March 2007
RECEPTIONIST/SALES LADY


Aplasca Optical Clinic


Fitmart Mall, Koronadal City

1. Act as receptionist of the clinic.

2. Encode all item codes and prices.

3. Answer telephone calls.

4. Maintain cleanliness of the clinic especially optical stocks like sun glasses, lenses and other optical supplies.

5. Do related function as requested by immediate boss.
________________________________________________________________

EDUCATION
May 2005
AMA Computer Learning Center, Koronadal City

COMPUTER SYSTEM DESIGN AND PROGRAMMING
SKILLS

Skill




Years practiced

MS Word, MS Excel, Power point 




More than 8 years

LANGUAGES

Tagalog,  English and Basic Arabic
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