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Personal Data:


Date of Birth    : January 22, 1984


Gender             : Female


Civil Status      : Single


Nationality       : Filipino


Religion           : Roman Catholic


Visa Status      : Visit Visa


 


Educational Attainment:


Carmelo Delos Cientos 


National Trade School


Hotel and Restaurant


 ManagementTechnology.


Padada, Davao Del Sur


Philippines


2002-2004





Seminar:


Management Proficiency Enrichment Program


Mindanao Ave. Quezon City


Philippines 


April 28-29, 2010





On Job Training:


Arnaldo’s Hotel & Restaurant


Rizal Avenue Digos City


 Philippines


Cakes and Pastries


February 02 - March 29, 2004 





Waterfront Insular Hotel


Lanang Davao City,


Philippines


Housekeeping


September 08 - October 29, 2003
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Objective


To obtain any position that is highly motivated and forward looking company to enhance my abilities as well to practice my skills that would be both beneficial to the company and to myself.


Summary of Qualification


 Knowledge in managing of computer retail business


 Knowledge in handling manpower


 Knowledge in computer hardware and software


 Knowledge in Microsoft Office Word, Excel, PowerPoint


 Basic Knowledge in adobe Photoshop


 I am good in interpersonal relations and in dealing with different kinds of individuals.


 Proactive with ability to complete multiple tasks in a deadline-oriented environment


 Optimistic, works well under pressure with or without supervision


 Energetic, dedicated, hard working, highly motivated, strong work ethics, has initiative and committed to excellence.  


 


JOB HISTORY





Company              : Asian Technology Inc.


Address                 : Mindanao Ave. Quezon City, Philippines


Position Held        : Store Manager in Computer Retail Shop


 Date                      : April 2007 — December 2014





Duties & Responsibilities:


Hired and trained manpower and trainees


Implement code of conduct, store rules and regulations given by the company


Mentoring staff through minutes of meeting before and after work for them  to know and aware of the store performance and to be always reminded every day the importance of good customer service and ensure that the customers satisfaction are met


A Role Model in assisting customers with a good smile to make customers feel comfortable


Monitoring of sales, cash flows and payables to suppliers


In charge in marketing plans and participate marketing execution and activities


In charge in product pricing and monthly promotions


Monitoring of stock replenishment and purchases


Monitoring of stock inventory through Atrex program and actual counting


Monitoring of product quality control in Technical Area ensuring that the System units on the display are in good conditions to avoid customer’s disappointment during sales


Reports monthly sales through power point presentation at head office every month


Compile Hard copy and Soft copy of all store documents and all store transaction records including Business Permits, BIR taxes , SSS, PHIC, HDMF for work benefits of employees


Monitoring of back jobs and warranty items returned by suppliers


Monitoring of product arrangement if they are place properly according to each item category in good display and appearance


Maintaining good ambiance of store w/ monthly decorations and seasonal theme














A&B Hotel and Café


Lapu-Lapu Ext., Digos City


Philippines


Food and Beverage


August 09 - November 29, 2002











Monitoring of Customers data base are updated and well filed in folder for marketing use and monthly promotional updates


Answering Phone calls and response emails


Analysis of the overall store operation performance


Handle customers complaints with solution








Company            : Major Shopping Management Corporation


Address               : SM Megamall, Mandaluyong City, Philippines


Position Held      : Cashier 


Date                     : September to December 2006





Duties and Responsibilities:


Greet customer


Scan item and ensure pricing is correct 


Process cash, credit cards and checks payment


 Issue change and receipts to customers.


Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.


Maintain the area clean.


Count the money at the end of shift and ensure that the sales and cash is tally


Breakdown cash correctly before giving it to treasury office. 








Company              : Heijyoen Yakiniku Sushi Bar


Address                 : Little Tokyo, Makati, Philippines


Position Held        : Food and Beverage Server


Date                       : August 2004 to September 2006





Duties and Responsibilities:


Greet guests and make them feel comfortable


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


Take beverage and food orders


Deliver beverages and food in a timely manner


Check-in with guests to ensure that everything is going well


Clear dirty dishes from table


Refill beverages throughout the meal


Deliver guest’s bill and thank them for dining


Work with other servers and be a team player


Thank the customers when leaving and encourage them to dine again in the next time











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





























