IVY 
Objective:  To obtain a job that utilizes and further sharpens my skills where I can express my thoughts and ideas to serve the needs of the company the best that I can.


EMPLOYMENT INFORMATION:
Company

:  Nakayama Technology Corporation

Position

:  Operation Team Management
Job Responsibilities:


· Provide support to Operations manager as and when required.

· Update internal operation procedures document as needed.

· Support the Manager in managing and resolving operational issues.

· Store, file and retrieve corporate documents and reports as and when needed.

· Manage incoming and outgoing letters and packages.

· Report team progress and decisions made to concerned groups; give guidance to members; assure that each member receives team-based compensation or recognition.
· Ensuring the safety and productivity of all employees assigned to their designated shift.
Company

:  Café Mediterranean

Position

:  Assistant Supervisor

· Supervises and guides company’s employees to manage human resources productively and efficiently as per company guidelines. 
· Trains and assigns jobs for employees as per individual skill and review employees’ performance periodically. 

· Maintains employees’ attendance log register to assist department for tracking employees’ performance and monitor any violation. 

· Ensure effective implementation of all safety procedures to ensure safe working atmosphere for employees.

Company

:  Royal Mandaya Hotel

Position

:  Receptionist / Waitress
Job Responsibilities:


· Dealing with Bookings by Phone, e-mail, fax or face to face.

· Completing procedures when guest arrive and leave.

· Taking and passing on messages to guest and dealing with special request from guest.

· Disseminating information about what the hotel offers and surrounding area.
· Work with Management to provide excellent customer service.
· Greet customers, escort them to their tables, provide menus and take orders. 
· Coordinate their work with other waiters, servers, bartenders, managers and kitchen staff to ensure customers receive the best services. 
· Provide customers with information on daily specials and deals and often suggest food items. 
· They offer welcome drinks to customers and serve drinks according to customers’ personal preferences.

EDUCATIONAL ATTAINMENT:

Bachelor of Science in Nursing, 2011 

Polytechnic College of Davao Del Sur

VOCATIONAL:
Caregiving NC II ( National Certification)
                            
Polytechnic College of Davao Del Sur

                           
Mc Arthur Highway, 8002 Digos City
                      Food and Beverages NC II (National Certification)
                            
Carmelo delos Cientos National Trade School

                                    Padada,Davao del Sur


TRAININGS/ SEMINARS:

3months on Job Training at Ems,Shizuoka,Japan, Fiber Reinforced Plastic 

(November-February 2013)

240 Hours on Job Training at the Royal Mandaya Hotel, Food and Beverages Services

Call of Duty: A Journey To Success (February 15, 2011) 

Disaster Nursing (November 05, 2010)

Seminar on Triaging During Emergencies (May 12, 2009)

First Aid Training (May 26-28, 2008)

Basic Life Support (May 29-30, 2008)


PERSONAL INFORMATION:

Date & Country of Birth

:  July 30, 1989 / Philippines
Nationality
                        
:  Filipino
Languages                            
:  Bisaya (Mother Tongue) / English / Tagalog
Marital Status 


:  Single

Religion

           
:  Roman Catholic
Height




: 5’8’’
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