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PERSONAL SUMMARY
A polite, well spoken and hard working person with experience of working in a busy restaurant environment looking after the needs of patrons. Attentively at all times with a willing and helpful manner that is required to answer phone calls, taking reservations and prepare bills. Always approachable, cheerful and possessing good observation skills as well as the ability to work alone or as part of a team. Keen to find a challenging position within an exciting employer where I will be able to continue to increase my work experience & develop my abilities.
	WORK EXPERIENCE

	· 
	March 2014- July 2015       LadyLynn Catering and Resto Buffet       Rodriguez, Rizal

WAITRESS
Job description:

· To satisfied the guest needs

· Taking the right orders food and beverages
· To serve the order complete 

· Knowledge about the product menu and using MICROS

Feb. 2009-May 2010       J.D. Montanez Marketing Rodriguez Rizal
OFFICE SECRETARY
Job description:

· Answering calls and emails 

· Sending quotations and computations
· Doing report and month end report

	EDUCATION

	
	1991-1997  
Pantal Elementary School
Dagupan City
Elementary
1997-2001  
St. Joseph’s Academy
Las Piñas City
High School
2001-2007  
AMA Computer College
Makati City
Bachelor of Science in Computer Science
Nov 7, 2014 – Jan 7, 2015    Silvergreen Assestment and Training Center
                                          TESDA CERTIFIED

SELF ASSESMENT
· Good communication skills

· Open minded person
· Flexible 
· Eagerness to learn

· Responsible and motivated person

LANGUAGES 

  Bilingual  - Filipino and English

	PERSONAL INFORMATION

	
	Date of Birth:         March 30, 1985
Place of Birth:        Las Piñas City, Philippines
Civil Status:           Married
Height:                  5’4
Weight:                 100 lbs
Nationality:           Filipino
Religion:               Catholic
Visa status             Visit Visa

	REFERENCES

	
	Available on request.

I hereby declare that the above statements are true and correct.



	
	

	
	

	
	

	
	

	
	

	
	

	
	


