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_________________________________________________________________
OBJECTIVE: To be able to share my knowledge and potential skills for
the development of the company where I can maximize my management skills, quality
 assurance, program development, and training experience.
_____________________________________________________________________________________
WORKING EXPERIENCE
Rejoice Employment  International Corporation
Secretary / Office Staff
Rm. 304-A Gedisco Centre. Mabini St. Cor. Pedro Gil Ermita Manila
450-1535 / 450-1131
February 2013 – July 2015
Duties and Responsibilities:

· Answer phones and transfer to the appropriate staff member

· Take and distribute accurate messages

· Greet employer and clients
· Receive, sort and distribute incoming mail

· Monitor incoming emails and answer or forward as required

· Fax, scan and copy documents

· Update and maintain databases such as mailing lists, contact lists and client information

· Type documents, reports and correspondence
· Sending email to foreign agency

· Follow up the contracts and complain of the applicants
· Sending Cv’ to the employer

· Conduct Pre-Departure Orientation Seminar (PDOS)  to the applicant

· Follow up with the applicants
Cinema Theater Eastwood 
Theater Attendant
Eastwood Libis Quezon City
June 2012 – December 2013
Duties and Responsibilities:

· Greet patrons attending entertainment events
· Collect admission tickets and passes

· Assist patrons in findings seats, lightning the way with flashlights

· Assist patrons in findings seats, lightning the way with flashlights if necessary

· Provide assistance with patron’s special needs, such as helping those with wheelchairs

· Direct persons to restrooms, concession and telephones
· Guide patrons to exists or provide other instructions or assistance in case of emergency

· Count and record number of tickets collected

JCLC Supermarket


Sales Associate
Sta. Maria Bulacan
November 2011- May 2012
Duties and Responsibilities:

· Promote and Introduce new brands to the market
· Developed strong relationships with the customers

· Maintain cordial relations with existing and new customers

· Submitted timely and accurate reports related to the arrival of new stocks or remaining supplies in      the store

· Guide and supervised employees working in stores of the firm on products displays,

      promotion, new products, customer service and sales techniques

· Ensured proper maintenance and customer appeal

· Maintained sales made, new orders, cash transactions and customer details

Chowking
Service Crew / Cashier
SM Megamall Branch
September 2010 – October 2011
Tropical Hut Food, Incorporation


Service Crew / Cashier 

Panay Avenue, Quezon City





April – July 2010

Duties and Responsibilities:

· Greet customers entering establishment
· Scanning or entering products or services into a point-of-sale (POS) system

· Present menu, take order, suggest and recommended appropriately

· Issue receipts, refunds, credits or change due to customers

· Process merchandise returns and exchanges

· Attend and respond to guest’s needs promptly and professionally

· Maintain clean and well organized service area
· Prepare and serve foods at customers tables if necessary 

· Suggest desserts and upsize the beverage

· Inform customers about daily specials

· Attend company meeting as a team player once in a month

MC Ribels Food Services Incorporation
Waitress
NAPOCOR Bldg. Diliman, Quezon City
January 2008 - February 2010

Duties and Responsibilities:

· Greet guests and make them feel comfortable

· Learn menu items and be able to describe them appropriately to guests

· Deliver beverage and food in a timely manner
· Check-in with guests to ensure that everything is going well

· Escort guests to their tables

· Deliver guest’s bill and thank them for dinning at the restaurant
PERSONAL INFORMATION
Age


:
24
Date of Birth

:
March 2, 1991
Place of Birth

:           Malolos Bulacan
Sex


:           Female 
Citizenship

:           Filipino
Civil Status

:           Single
Height


:           5’5” 

Weight


:
120 lbs
EDUCATIONAL ATTAINTMENT
TERTIARY
Bachelor of Science in Hotel and Restaurant Management 
Rizal Technological University 
Boni Avenue City of Mandaluyong
SY: 2010-2011 
VOCATIONAL 
Basic Computer  
Rizal Technological University 
Boni Avenue City of Mandaluyong
SY: 2009-2010 

Basic Beauty Care

Rizal Technological University 
Boni Avenue City of Mandaluyong
SY: 2009-2010 

SECONDARY
Marcelo H. del Pilar National High School
Sta. Isabel City of Malolos, Bulacan
SY: 2006-2007
SEMINARS / TRAINING
Continuing Agency Education Program Seminar for Operations/Technical Level

(POEA) Philippine Overseas Employment Administration (Mandaluyong City)

February 13, 2012
Culinary Dualized Training Program 
Astoria Plaza (Ortigas, Pasig City) 
February 7-11  2011 (30 hours) 

Hotel Seminar and Demonstration on Food and Beverages 
And Housekeeping Operations 

Edsa Shangri-La (Manila) 
August 5-7, 2010 
