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OBJECTIVE:

To join stable organization wherein challenges and responsibilities can be effectively exercise my full capability, utilizing my education and learned knowledge. The position being look forward to, should give chance towards professional growth and career development.

WORKING EXPERIENCE:

SM City Department Store – Parisian Shoes and Bags

Sales Lady

September 8, 2014 – June 11, 2015

           Philippines

Responsibilities of a Sales Lady:

· Welcomes customers by greeting them; offering them assistance.

· Directs customers by escorting them to racks and counters; suggesting items.

· Advises customers by providing information on products.

· Helps customer make selections by building customer confidence; offering suggestions and opinions.

· Documents sale by creating or updating customer profile records.

· Processes payments by totaling purchases; processing checks, cash, and store or other credit cards.

· Keeps clientele informed by notifying them of preferred customer sales and future merchandise of potential interest.

· Contributes to team effort by accomplishing related results as needed.

Alphatech Development Corporation

Assistant Secretary

Philippines

Responsibilities of Assistant Secretary:

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed.

The Executive Plaza Hotel

Receptionist
October 8, 2012 – June 21, 2013

Philippines

Responsibilities of Receptionist:
· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments

· Perform other clerical receptionist duties such as filing, photocopying, collating, faxing etc.

The Executive Plaza Hotel

Waitress

March 5, 2012 – September 28, 2012
Philippines

 Responsibilities of Waitress:

· Greets guests and presents them with the menu.

· Informs guests about the special items for the day and menu changes if any.

· Suggest food and beverages to the guest and also try to up sell.

· Obtaining revenues, issuing receipts, accepting payments, returning the change. 

· Performing basic cleaning tasks as needed or directed by supervisor. 

· Filling in for absent staff as needed

· Communicate to the guest and provide assistance with their queries.

· Coordinate with the bus persons, kitchen staff, bar staff to ensure smooth operation and guest satisfaction.

· Server food and beverage to the guest as per the course of order.

· Observes guests and ensure their satisfaction with the food and service.

· Promptly respond to guest with any additional request.

· Maintaining proper dining experience, delivering items, fulfilling customer needs, offering desserts and drinks, removing courses, replenishing utensils, refilling glasses. 

· Prepare mixed drinks for service to your customers table. 

· Properly open and pour wine at the tableside. 

· Adhere to grooming and appearance standards consistently. 

· Understands and can communicate products and services available at the resort.

· Must have some familiarity with basic cooking skills.

· Assist bus persons with stocking and maintaining the restaurant par stock levels and side station. 
EDUCATIONAL BACKGROUND:


Elementary

:
Gen. Gregorio Del Pilar Elementary School






Sta. Ana, Bulakan, Bulacan






1999 - 2005


Secondary

:
Doña Trinidad Mendoza Institute

San Jose, Bulakan, Bulacan






2005 - 2009

Tertiary

:
Bulacan State University

Bachelor of Science in Hotel and Restaurant Management






Malolos City






2009 - 2011
PERSONAL DATA:


Date of Birth

:
June 10, 1993

Age


:
22 years old

Place of Birth
 
:
Bulacan

Civil Status

:
Married


Sex


:
Female
STRENGTHS & SKILLS:

· A natural problem solver with keen understanding of priorities, potentials and limitations.

· Works effectively as a team participant, individually or as a leader and initiator.

· Action – oriented person who has creative abilities, well organized and disciplined.

· Willing to learn new things and able to do job as expected..

· Works well with people of varying backgrounds.

· Willing to help and be a part of the company I’m working with.

· Willing to be trained and try different fields.

