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I desire to apply for Operations Executive Position wherein my knowledge of this industry will be employed. I look to grow in a vibrant environment wherein I can further my career at the same time, benefiting the company that will provide compensation proportionate to my abilities. 


QUALIFACATION
· Bachelor degree in Restaurant and Hotel Management.

· Seven years experience in a Hospitality Industry higher level. 

· Able to work with minimal supervision and as a cooperative Team Leader. 

· Readily assimilate and grasp new methods and information. 

· Efficiently handle multiple task simultaneously. 

· Ability to work under pressure.



WORK EXPERIENCE
Team Leader - Captain Waitress
Al Fanar Authentic Emirate Cuisine        Venetian Village Carlton Hotel AUH
June 15, 2014 – July 15, 2015
Duties and Responsibilities:
· To ensure that the service is at all times performed in a professional manner and to the style as specified by the Restaurant Manager.

· To be fully conversant with every dish served in the Restaurant and to provide explanations as requested.

· To communicate with other Restaurant staff and departments.

· To assist the Restaurant Manager and his Assistants in keeping the morale of the Team up through social and educational events.

· To make sure that Company Policy, the Vision Statement, and Departmental Objectives are followed and utilized at all times.

· To assist with miss en place through distribution of tasks and to ensure the monitoring and completion of tasks is done properly and in time allocated.

· To take responsibility for service in the area of the Restaurant under your responsibility during your shift.
Accomplishments and Skills Used:
· As a Captain there is 40% office work and 60% for operation on the floor.  

· I am be responsible for attendance encoding filing, sending reports, inventory end of the month, sending and receiving order ORF. at the same time handling group reservation, monitor service flow for a smooth operations.
Team Leader/ Receptionist – Cashier
Le Boulanger French Fine dining Restaurant And Bakery 

Hamdan Road  AUH March 2012 – March 2014
Duties and Responsibilities :
· To welcome, sit and take food orders from guests in the Lounge or Restaurant.

· To ensure that service is at all times performed in a professional manner following standards set.

· To ensure that the billing procedure is thorough, correct and signed at completion of each meal.

· To collate information and feedback while attending all staff briefings before each service.
· To obtain feedback from guests and to use this to improve service and to pass on such to the Restaurant Manager and his Assistants.

· To ensure overall responsibility of the running of your station, private function.

· To assist in preparation, presentation and recording of trainings sessions.

· To ensure that the Restaurant and Room Service areas are maintained to a high standard of cleanliness.

Crew Leader - Service Expert


Burger King Al Jassera Khalidhiya First Food Service Corp.  AUH
March 2009 - March 2012
Duties and Responsibilities:
· Create and hand out crew schedules and ensure that they are followed to a tee

· Supervise staff and train crew member  to make sure that they are carrying out their duties with customer satisfaction in mind.
· Provide workers with information on food safety, sanitation and personal hygiene

· Inspect food supplies, dishware and flatware and food preparation equipment to ensure quality and standards.
· Assist with inventory control of food, equipment, liquor and supplies and report any shortages or inconsistencies to the designated staff.
· Perform interviewing, hiring and firing activities and provide new employees with orientation to assist with initial induction.
· Keep an eye out for operational issues such as theft and wastage and establish protocols to minimize them.
Front Desk – Receptionist
Diamond Hotel and Resort llc Lucena City Phil.
September 2008 – February 2009 
Duties and Responsibilities:
· Greet guests and patrons as they arrive.
· Ask if guests have a prior booking, Manage the registration process.
· Ask for identification and ensure that the provided credentials are accurate.
· Handle guest check-ins and check-outs appropriately.
· Operate hotel switchboard, take calls and provide information and transfer calls

· Manage accurate accounting of all rooms, Provide guests with room keys and call for bellboys.
· Take reservations over the telephone, through emails and in person

· Answer queries regarding the hotel’s services, charges, dining facilities, sports facilities and travel directions

· Refer guests to appropriate departments to resolve complaints or provide suggestions and Compute bills and take payments

· Provide guests with directions around the hotel

· Contact housekeeping and maintenance departments when a problem is reported

· Explain appropriate use of keys and ensure that guests are satisfied with the rooms allotted to them

· Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift.
Assistant Clerk 
Air Philippines Corp.  Managing & Engineering Department  Pasay, City Manila PHL

December 10, 2007 – May 10, 2008
 Duties and Responsibilities:
· Answer phones and greet clients warmly.

· Assist in filing duties and Perform basic bookkeeping duties.

· Compile financial records and Perform stenography and dictation.

· Reroute calls to appropriate people and Answer inquiries about company.

· Help organize office activities and Prepare coffee or get water for staff.

· Insert bills in envelopes and mail and Hang up company policies around the office.

· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers and Retrieve files for personnel.

 EDUCATIONAL ATTAINMENT
Bachelor of Science in Hotel and Restaurant Management

Philippine Women's University Taft Avenue Manila Philippines
June 2004 - May 2008


ADDITIONAL SKILLS
• Computer Literate. 

• Good interpersonal skills and the ability to communicate effectively in verbal and written form. 

• Good Leadership, Supervisory and people handling training skills. 

• Proficient in system analysis. 

• Highly dependable and punctual. 

• Artistically inclined.


PERSONAL DATA
Date of  Birth



:

December 8, 1985

Place of  Birth



: 

Atimonan, Quezon

Age 





: 

29 years old

Religion




:

Roman Catholic

Status





: 

Single

Gender




: 

Female

Height





: 

5’3’ ½  ft

Weight




:

120 lbs.

Language




: 

English /Basic Arabic



   I hereby certify that above information is true and correct to the best of my knowledge and belief.

________________________

