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	OBJECTIVES


To obtain a career opportunity  with in organization providing growth based on performance and accomplishment where I can apply my diversified background and skills enabling me to contributing towards company growth.

PERSONAL ATTRIBUTES


Possess knowledge, discipline, patience, flexibility, resourcefulness, honesty and have a keen eye for details. I am capable to work under pressure, and use time efficiently. Thrive best in a fast and demanding environment. I perceived difficult situations as opportunities for growth and excellence.


Companies that I have worked with recognized my positive attitude at work as well as my humble and consistent efforts to efficiently contribute towards growth and improvements.


	
	SKILLS


Communication Skills


Computer Proficiency


Data Entry


Telephone Answering


Word Processing and Typing

Computer: 


Microsoft Office (Microsoft Word, 
Excel, Power Point and Publisher)



	WORKING EXPERINCE


	
WAITRESS/ CASHIER

March 2, 2014 to September 05, 2015




Kape -Korner  / Karinderya Restaurant


Al Attar Building


Al Karama, Dubai

· Greet costumer and seat them according to their preferences.

· Offer welcome drinks and beverages

· Take orders and provide information about menu items.

· Suggest menu items when requested by the costumer

· Ensure that the order is prepared according to the menu

· Serve meals and side dishes

· Clear table and clean table tops

· Carry dishes and flat wares to the kitchen

· Collect all payments

SECRETARY / SALES CLERK-RECEPTIONIST



-
2009 - 2011


N.E. Kodak Express  


NE Pacific Mall – Cabanatuan City, Philippines

· Handle all word processing. Entered data for reports, production items, shipping and inventory. Maintained computerized inventory of all parts, supplies and products. Helped plan organize company functions. Answered the telephone and represented the company in a professional and businesslike manner.

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greetings and acknowledging every customer service. Politely assist to the costumer regarding our company product.

· Performing other duties that maybe assigned by the Supervisor.

ASSISTANT DAYCARE FACILITATOR
-
February –May 2006


Villa Benita Daycare Center 


Villa Benita, H. Concepcion, Cabanatuan City, NE

· Provides supervision and care for children while their parents are working.

· Supervise children and help them feeding, diapering toddlers and infants.

· Help the lead teacher track kid’s attendance and progress, and may oversee activities developed by the lead teacher.


DATA ENCODER / LAYOUT ARTIST

-
2003 – 2005


Blas Edwards Incorporation/Printing Press 


Blas Edward Bldg.- Cabanatuan City, NE

· May compile, sort and verify the correctness of data to be entered in computer.

· Update the input data when there is some adjustment

· Accept typing jobs and designs (invitation cards, business cards, letter heads and stationary paper printing like booklets and some certificates)

· Faxing, scanning and photo copying of the documents.

CLERK / OFFICE GIRL



-
2000 - 2001

4th Congressional District Office


Gapan, Nueva Ecija

· Handling scholarship records

· Making invoices and delivery notes

· Drafting letters  and doing other correspondence

· Handling the phone calls and faxes

· May keep record of  work completed

· Maintaining the cleanliness of the office


TYPIST / DATA ENCODER


-
1997 - 2000


LCT Data Computer Shop 


Gen. Tinio St., Cabanatuan City

· Accept all typing jobs

· Designing of invitations, letterhead and typing all school paper works and printing materials.


	EDUCATION

	
COLLEGE


SYSTEMS TECHNOLOGY INSTITUTE (STI)


Course:
 Computer Office Management Secretarial 


(with Diploma) Year Graduated : 1996


VOCATIONAL

SKILLS POWER INSTITUTE (STI)


Course:
 6 Months - Care Giver Course (with certificate)


June – December 2005


HIGH SCHOOL


VINCENTIAN CATHOLIC ACADEMY 


Year Graduated : 1992 – 1993


ELEMENTARY


COLEGIO DE SAN JOSE


Year Graduated : 1988-1989
	
	

	
	
	

	ON THE JOB TRAINING

	

BAHAY PUSO HOME FOR THE AGED


Sitio Mathay, Tuyo, Balanga Bataan



December 7-9, 2005



EDUARDO L. JOSON MEMORIAL HOSPITAL


Daang Sarile, Cabanatuan City



November 23-27, 2005



Coordinator: Chief Nurse Alexander Malubag



	PERSONAL INFORMATION

	
	
	

	
Date of Birth
:
July 13, 1976


Place of Birth
:
Cabanatuan City


Citizenship
:
Filipino


Height

:
4’11”


Weight

:
118 lbs.


Dialect

:
English / Tagalog


Visa Status
:
Employment
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