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     Adonis 
E-mail: adonis.277319@2freemail.com 

OBJECTIVE 

To work in a reputed company that provides opportunities for career and personal developments where I could develop my career and learn new skills in the field of customer service and management.

SKILLS

· Have excellent interpersonal skills and communication skills

· Proficient in both oral and written English.

· With good decision making skills 

· Have commendable skills and knowledge in Microsoft Office applications.

WORK EXPERIENCE

Office Clerk

PGO- Executive

Provincial Capitol of Davao del Sur

Matti, Digos City

July 2, 2014 to March 10, 2016
· Communicate with guests, employees, and other individuals to answer questions, disseminate or explain information, and address complaints.
· Answer telephones, direct calls and take messages
· Compile, copy, sort, and file records of office activities, business transactions and making summary list for Governor’s signature.
· Receive important documents  such as Checks, Disbursement Vouchers, Purchase Orders and other documents needed to be sign by the Governor.
· Operate office machines, such as photocopiers and scanners, and personal computers.
· Prepares/encodes list of schedules, activities and appointments of the governor.
· Prepares/encodes transmittals for procurement and communication documents for governor’s signature and LCE’s authorized representative.

Food Server/ Team Leader
Romano’s Macaroni Grill

Juffair, Kingdom of Bahrain

February  21, 2012 to February 28, 2014
· Presents menu, answer questions, and makes suggestions regarding food and service

· Provide fast, efficient, high caliber of distinguished service and to have genuine concern for the guest

· Handles complaints, suggestion, comments and inquiries from the guests

· Assign guest to tables suitable for the size of their group, escort patrons to their seats, and provide menus

· Perform other duties as may be  assigned by immediate supervisor

· Responsible for serving the guest’s food, drinks and snacks while providing exemplary service

· Provides proper change to guests and accurately completing end of shift paperwork.
· Best Employee of the Month
Marketing Officer

Triphil Lending Corporation

Las Piñas City, Metro Manila

July 10, 2010 - September 15, 2011
·  Involves in creative aspects, including advertising and promotions.
· To undertake any reasonable duties at the request of the manager.
· Coordinates collection and preparation of financial and operations reports
· Assists to the head whatever he/she may request
· Assists with special events planning
· Answer telephones and transfer to appropriate staff member 
· To support the overall marketing objectives of company both externally and internally.
Host/ Food Server/ Team Leader

Tony Roma’s Restaurant (Dubai, U.A.E)

January 06, 2006 –July 08, 2008
· Presents menu, answer questions, and makes suggestions regarding food and service

· Provide fast, efficient, high caliber of distinguished service and to have genuine concern for the 
           guest

· Handles complaints, suggestion, comments and inquiries from the guests

· Assign guest to tables suitable for the size of their group, escort patrons to their seats, and provide menus

· Perform other duties as may be  assigned by immediate supervisor

· Responsible for serving the guest’s food, drinks and snacks while providing exemplary service

· Provides proper change to guests and accurately completing end of shift paperwork.

· Team Leader ( Best Employee of The Month)

Host/ Food Server

Club Lavender (Nakasu, Fukuoka, Japan)

August 2003 – August 2004

· Entertain guests and  escort patrons to their seats

· Provide warm and friendly greeting to the guest

· Provide satisfaction to the entire guest

· Responsible for monitoring of food and beverage stocks and inventory

· Assist in maintenance of the recreation sites and performing variety of functions
· Requires administrative records, receipts, use data, revenues, forms, brochures, etc. as they relate to the recreation site
Customer Service Associate

Video City (Digos City, Davao del Sur, Philippines)

June 2001 – November 2001

· Provide warm and friendly greeting to the customer

· Encodes sales and income receipt

· Transacts borrowed and returned CD’s and DVD

· Head Cashier

· Take direction from supervisor or site manager

· Maintain all logs and reporting documentation; attention to detail

· Participate in cross-training
· Operates computerized cash register to conduct sales transactions; handles cash, and makes change as required
EDUCATIONAL BACKGROUND

Bachelor of Science in Commerce - Major in Marketing

University of the Immaculate Conception, October 2002

Bonifacio St., Davao City, Philippines

SEMINARS & TRAININGS

· “U.S. Army Corps of Engineers Safety & Health Requirements”

Naval Facilities Engineering Command(NAVFAC)

Philippine Association of Service Exporters, Inc., Manila, Philippines
March 30-31, 2011

· “Hotel and Restaurant Services Training”   

 
 Carmelo de los Cientos Sr. National, Padada, Davao del Sur, Philippines



 
 Trade School / TESDA

  April 2005 – May 2005

· “Gaining Confidence through Effective Sugar Industry Foundation, Inc.”

  Communication Training and Workshop

  
Digos City, Philippines

· “Mindanao Marketing Conference”

  
Association of Marketing Educators

 Davao City, Philippines

· “Boecker  Food  Safety” The Basic Food Hygiene Training Course


 April 5 & 6, 2006

PERSONAL INFORMATION

Date of birth

: November 30, 1980

Civil Status

: Single

Age                           
: 35 years old

Nationality

: Filipino

Religion

: Roman Catholic

Languages Known
: English, Tagalog, Nihongo

Validity

            
: Immediate start
