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	Objective
	
	To grow and develop with the rest of the members of the company by fostering friendly interpersonal relationships between management and staff as a member of the company’s significant team that excels in work towards the growth and success of a globally competitive organization.

	QUALIFICATION
	
	⦁NCII Passer of Food & Beverage

⦁NCII Passer of Housekeeping

⦁Proficient in Microsoft Word, Microsoft Excel and Microsoft PowerPoint

	Skills & Abilities
	
	Adapts easily to change of environment and work schedule, good communication skills, ability to carefully provide good to multitask, prioritize and work well under pressure with minimal or no supervision, ability to carefully provide good customer service. Ability to handle working rotating shifts, proficient in Microsoft Work, Excel as well as PowerPoint and good typing skills.

	BEST ASSETS
	
	Hardworking, patience, dedicated, versatile, disciplined works well with others, sincere and honest.

	Strenghts
	
	Ability to accomplish assigned task under minimum supervision and strict time pressure.

	EXPERIENCE
	
	Employer:  Big 8 Corporate Hotel, Tagum City, Philippines
Position:  Food Attendant
From/To:   July 2014 – July 2015

Duties & Responsibilities:

⦁ Provide a warm welcome for customers

⦁ Receive food and drinks orders and serve customer requests

⦁ Serving dishes to customers at table

⦁ Ensuring the food service area is left clean and tidy once all the

         guests have left

Employer: City CouncilOffice, TagumCity, Philippines

Position   : Administrative Assistant/Secretary

From/To  : May 2013 – June 2014
Duties & Responsibilities:

⦁ Encodes and organize schedules

⦁ Responsible with the preparation of purchase request, purchase

          orders, summary of stocks inventory

⦁ Done scanning, photocopying, filing of documents and answer

          phone calls   

Employer: Gaisano Mall, Tagum City, Philippines

Position   : Sales Associates

From/To : January 2012 – March 2013
Duties & Responsibilities:

⦁Greeting and assisting shoppers to find the goods and products they

            are looking for
⦁ Making presentations to promote new products and special deals

⦁ Responsible dealing with customers complaints

	EDUCATION
	
	TERTIARY

Degree Earned: Bachelor of Science in Nursing

Arriesgado College Foundation Incorporated

Tagum City Philippines                                                              2010 - 2011

SECONDARY

Assumpta School of Tagum

Mankilam, Tagum City, Philippines                                             2006 - 2007

PRIMARY

Sto. Niño College of Science and Technology

Tagum City, Philippines                                                   2001 - 2002


	PERSONAL INFORMATION
	
	Gender            : Female 
Citizenship      : Filipino

Age                 : 24

Date of birth    : December 26, 1990

Place of birth   : Tagum City

Height              : 5’4”

Weight             : 55 kls

Civil status       : Single

Religion           : Roman Catholic

	
	
	


Page 2

