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OBJECTIVE:  
Seeking a challenging opportunity where I can be able to utilize my organizational skills, knowledge, experience, educational background and ability to work well with people that will allow me to pursuit my passion to reach the level of success leading to company development and also my professional growth.
SKILLS AND QUALIFICATIONS
· Hardworking, reliable, flexible, self –motivated and able to work on own initiative.
· Efficient and effective working attitude, can work under pressure.
· Able to coordinate and prioritize multiple tasks and projects

· Computer literate, Microsoft Office (MS Word, Excel, PowerPoint)
· Proficient in English (verbal and written)
WORK EXPERIENCE
· Company: THE DREAM INTERNATIONAL FZCO
Date Covered: August 23, 2014- present
Location: Jebel Ali Free Zone, Dubai, U.A.E

Designation: Receptionist cum Secretary
Responsibilities: 

· Maintain Director’s calendar  i.e. meetings and appointments.

· Respond quickly to all incoming enquiries, by telephone and emails.
· Coordinating and reporting to the director.

· Preparing some documents related to shipments.
· Checking bank statements.

· Preparing cheques as advised by the MD.
· Maintaining records, filing systems, and computer files.
· In-charge of all related office works as assigned by the director.
· Company: ROYALVIEW SEAFOOD RESTAURANT
Date Covered: August 23, 2012-  September 15, 2013
Location: Mall of Asia, Pasay City 
Designation: Receptionist/ Food Attendant
Responsibilities:
· As a food server: responsible in serving guests order, assisting them to their needs/requests, bussing out dishes
· As a receptionists: accommodates incoming guests, explains menu contents, escorts them to their tables
:answering incoming telephone calls, accepting reservations
EDUCATIONAL BACKGROUND
Tertiary Level
University of Perpetual Help System Laguna

2010-2012
Hospitality Management, Major in Hotel and Restaurant Management

Secondary Level
Mayuro National High School

2005-2009
Mayuro, Rosario, Batangas

Primary Level
Mayuro Elementary School

1999-2005
Mayuro, Rosario, Batangas

PERSONAL PROFILE
DATE OF BIRTH:

June 23, 1992

AGE: 



23 yrs. old


PLACE OF BIRTH:

Bayawang, Rosario, Batangas, Philippines

MARITAL STATUS: 

Single


RELIGION:


Roman Catholic

NATIONALITY:

Filipino
VISA STATUS:


Employment Visa (Free Zone)
