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Career Objective
 To contribute to the success and profitability of the company through my effort, expertise and experiences.

Personal Information:
Age: 


30 yrs. old

Birth date: 

July 04, 1985

Marital Status:
Single

Nationality:

Filipino

Visa Status: 

Visitor’s Visa

Working Experience:
Administrative Assistant cum Supervisor

Edmonton, Alberta, Canada
February 22, 2015 – February 02, 2016
KEY RESPONSIBILITIES

· Perform data-entry, documentation, printing and filling duties
· Maintain a proper and user friendly filling and document control system for recording and tracking of all documents 
· Keep stock of stationary supplies for the department, order/inventory of stocks
· Put up purchase requests for all approved purchases for the necessary approvals and verify invoices for the raised purchases upon delivery of goods and services.
· Answer phone calls
· Update the manager  if there’s issues and problems
· Call service provider and IT department whenever there’s a need in technical support
· In charge whenever the manager is not around
Wendy’s Restaurant of Canada

Food Counter Attendant

Edmonton, Alberta, Canada

November 6, 2011 – February 21, 2015

KEY RESPONSIBILITIES
· Take customer’s order.

· Clean, unwrap, slice and trim foodstuffs by means of manual and electric appliances.

· Prepare food for instance sandwiches, hamburger, salads, and milkshakes.

· Assist with early customer complaints and notify manager on duty immediately.

· Provide timely, pleasant, and polite food and beverage service to customer.

· Maintain sanitation of the restaurant including floors, tables, ledges, and counters.

Mc Donald’s Philippines
Assistant Manager / Marketing Manager/Inventory Manager

Sm Lipa City, Batangas,Philippines

August 22, 2007 – September 16, 2011

KEY RESPONSIBILITIES

· Hit targets/sales of the store especially with the new and upcoming promotions.

· Demonstrate and reinforces the leadership behaviors and basic people minimums necessary to gain commitment from crew and leadership.
· Uses basic human relations, communications and follow up skills and treating crew people as customers.
· Frequently talking to customers to measure and improve their customer satisfaction.
· Maintain critical standard for raw and finished product quality, service speed and quality, cleanliness and sanitation.
· Control food cost, waste and cash while managing the shifts.
· Supervises raw delivery products.
· Managing training, ordering, inventory and personnel system.
Seminars/Training Attended

Proserve Liquor Staff Training


September 1, 2015


ServSafe Food Protection Manager Certification 


Wendy’s Restaurant of Canada


May 02, 2014

People Class


Makati City, Philippines


February 23-24, 2009


Efective Shift Management


Makati City, Philippines


November 9-13, 2009

            First Aid Training and Basic Support


Red Cross


October 2, 2008

             Food Safety Class


Makati City, Philippines


March 24, 2008

            Basic Shift Management (Dean’s List)

Makati City, Philippines


March 24-28, 2008

             Advance Shift Management


Makati City, Philippines

August 19-22, 2008

Skills:
· Fluent in English Writing and speaking 

· Customer Service oriented

· Active team player remains calm under pressure.

· Proficient in Microsoft Office Application (Ms Word, MS Excel, MS Powerpoint)

· Handled training, scheduling, ordering of the store and minimizes food cost controllable.

· Driving

Educational Background:
Tertiary Education


Bachelor of Science in Commerce Major in Business Management


De la Salle Lipa, University


Lipa City, Batangas, Philippines


June 2002 – March 2007

Secondary Education


La Purisima Concepcion Academy


Mataasnakahoy, Batangas, Philippiness


June 1998 – April 2002

Primary Education


Mataasnakahoy Elementary School


Mataasnakahoy, Batangas, Philippines


June 1993 – April 1998

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