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OBJECTIVE:


To be able to work in a company that will enhance my abilities and provide personal growth and advancement.

WORK EXPERIENCE:

MZVAZ FLOWERSHOP



October 2012 – October 2015

Florist / Salesman
· Confer with clients regarding price and type of arrangement desired and the date, time, and place of delivery

· Plan arrangements according to client’s requirements

· Water, cuts, condition and clean flowers

· Order and purchase flowers and supplies from wholesalers and growers

· Wraps and price arrangements

· Perform office and retail service

· Perform general cleaning duties

· Change in-store displays
R2 TUNNEL VENT POULTRY FARM INC.
March 2012 – June 2012

Administrative Assistant
· Write business letters, report or office memos using word processing programmes
· Sort and distribute incoming mail to staff within the organization and dispatch outgoing mail
· Operate range of office machines such as computer and faxes
· Answer telephone inquiries and assist other staff in the organization
· Undertake other duties sauch as credit control and payroll functions
GREENWICH




October 2009 – September 2010

Service Crew / Delivery Rider
· To present menu, take order, suggest and recommend appropriately

· To attend and respond to guest’s needs promptly and professionally
· Perform general housekeeping and cleaning duties

· Deliver product to different addresses, follow route and time schedule, load, unload, prepare, inspect delivery vehicle, ask feedback, collects payments
JENRA SUPERMARKET



March 2007 – June 2007
Bagger
· Bag groceries and other items
· Verify prices of items
· Carry packed sacks or bags in carts for performing check out services
· Place bags and sacks in customers’ vehicles
· Collect shopping carts and baskets and 
• Return grocery items left at checkout counters to their rightful places deliver them to the right place

· Assist customers in loading/unloading of merchandise
· Greet customers and assist them with item location
DUNKIN DONUTS




December 2005 – January 2007

Counter Person
· Serve coffee and donuts to customers

· Complete transactions on the register

· Make sandwiches

· Maintain clean environment the the customers
CHOWKING (Nepo Mall)



September 2004 – February 2005

Kitchen Crew
· Prepare, cook and present food quickly and efficiently, meeting our standards

· Assist in keeping the kitchen clean, hygienic and tidy, at all times

· Keep up to date with current promotions, club nights and new products

· Work safely around kitchen equipment and report any maintenance issues to the manager

· Complete all appropriate company documentation and key tasks, on every shift

· Maintain personal knowledge by completing in-house training and workbooks

· Always adhere to all company policies and procedures

· Be involved and contribute at team meetings

· Carry out instructions given by the management team and head office

CHOWKING (Fields Ave.)



April 2004 – August 2004
Service Crew

· Greeting customers
· Taking reservation phone calls 
· Arranging table settings 
· Providing excellent customer service 
· Presenting menus to customers 
· Taking food and drink orders 
· Up-selling additional food and beverage products to patrons 
· Entering each item ordered into restaurant register system 
· Assisting with preparation of some food items 
· Keeping the restaurant location clean and tidy

JOLLIBEE FOODS CORPORATION

October 2003 – March 2004
Service Crew
· Presenting menu
· Taking orders, preparing food, serving the customers
· Cleaning duties

VIDEO CITY 




April 2003 – September 2003
Customer Service Associate

· Prepares for customer inquiries by studying products, services, and customer service processes.

· Responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.

· Records customer inquiries by documenting inquiry and response in customers' accounts.

· Improves quality service by recommending improved processes; identifying new product and service applications.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes customer service and organization mission by completing related results as needed.

SKILLS AND INTERESTS:
· Microsoft Excel, Word, Powerpoint
· Driving (with UAE Driver’s License

· Enjoy playing basketball and dancing

SEMINARS ATTENDED:

Job Hunting 101

Tarlac State University

March 2012

Student Assembly On IT Education 2011

Baliuag, Bulacan

August 2011

Practicum Training Program (On-the-Job-Training)

Human Resources Management Department, Tareco II

Concepcion, Tarlac

June – October 2011

Educational Field Trip and Seminar

U.P. MMDA, Smart Shirt, LRT

November 2010
EDUCATIONAL BACKGROUND:

2007 – 2012


Tarlac State University







Degree: Bachelor of Science in Information Systems





Romulo Blvd., Tarlac City

1997 – 2001


Benigno S. Aquino National High School






Concepcion, Tarlac




Citation: Athlete Boy of the Year
1991 - 1997


Concepcion North Central Elementary School





Concepcion, Tarlac




Citation : athlete Boy of the Year
PERSONAL PROFILE:

Date of Birth 

:
July 1, 1984

Height


:
5’6”

Weight


:
64 kgs.

Civil Status

: 
Married

Languages/Dialect
:
English, Tagalog, Pampango

