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OBJECTIVE:
To be a part of a prestigious and professional organization where my qualifications, experience and abilities can be fully utilized to contribute to the accomplishment of its vision and mission.  I am industrious, law abiding, honest and sincere person and have good communication and interpersonal skills and strongly believe in team work.
KEY SKILLS:
· Good oral and verbal communication skills.

· Ability to work under pressure and with less supervision.

· Can work within strict time frames and resolute deadlines.

· Ability to preserve confidentiality of information at all times.
EDUCATIONAL BACKGROUND:
HIGH SCHOOL
: Panabo National High School 

(2000-2001) 

ELEMENTARY
: Talomo Central elementary School
(1996-1997)


STUDIED AT AL KARAMA LANGUAGES  & COMPUTER CENTER-DUBAI ( COMPUTER DIPLOMA HELD)          
WORK EXPERIENCE:
POSITION       : CASHIER/ WAITRESS / RECEPTIONIST
COMPANY      : ONLINE GROCERY (TECOM AUTHORITY), FREE ZONE. 

YEAR
             : DEC 2014 TILL OCT 2015 (NO LABOR BAN)
POSITION       :  CASHIER/ WAITRESS
COMPANY      :  KUWAIT FOOD COMPANY AMERICANA, PIZZA HUT, DUBAI
YEAR                :  MAY 2011 TO MAY 2013.
Duties and Responsibilities while serving as Receptionist:
· Meeting and greetings the clients.

· Booking of Meetings.

· Answering and forwarding phone calls.

· Arranging of couriers.

           Duties and Responsibilities serving as Waitress & Cashier:
· Giving them the complementary of the house, while waiting for their order.

· Proper table settings such as spoon, fork, bread knife, wine glass and plates.

· Always remained attentive to the needs of the guest.

· Receive payment by cash, check, credit cards, vouchers, or by way of automatic debits.

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

· Greet the guest with smile and in courteous manner.

· Keeping the reception area tidy, Sorting and distributing post

· Giving the menu book for them to make an order

POSITION
: SALES LADY/FRONT LINER
COMPANY
: PANABO VIDEO HOUSE (PANABO CITY MINDANAO)

YEAR

: 1998-2002
Duties and Responsibilities included:
· Provided customer services with excellence and satisfaction.

· Do suggestive selling and convinced them to buy the product.

· Assist the customer needs.

· Maintaining the cleanliness of the stocks.

· To welcome and assist the demands needs of the customer and offering services.

· Arrange Scanning sales tags.
· Maintain and awareness of all promotions and advertisements.
· Provide high quality standards of service and resolve customer complaints. 
PERSONAL INFORMATION:
DATE OF BIRTH
: JAN 11th, 1984

GENDER

: FEMALE


NATIONALITY
: FILIPINO

RELIGION                    
: CHRISTIAN

MARITAL STATUS
: SINGLE [image: image2.png]




