Micaela
Objectives
To be employed in a progressive firm where I can fully utilize my skills and educational background to ensure an effective contribution to the company’s growth, and to gain additional knowledge and experience which are necessary in the future.
Skills
· Great sense of adjusting actions in relation to other’s actions. 
· Excellent knowledge and use of the English language. 
· Sound knowledge of principles and method for showing, promoting, and selling products or services 
· Remarkable ability talking to others to convey information effectively. 
· Exceptional ability to give full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate time. 
· Exceptional listener and communicator who effectively convey information verbally and in writing 
· Highly analytical thinking with demonstrated talent for identifying, improving, and streamlining complex work process. 
· Computer literate. 
· Proven relationship-builder with unsurpassed interpersonal skills. 
· Honest with integrity for effective leadership and optimal business relationship. 
· Enthusiastic, knowledge-hungry learner, eager to meet challenges and quickly assimilate new concepts. 
· Positive thinker. 
Work Experience
Waitress (BAR Waitress)
July 01, 2013 to present
Dubai, UAE
· Welcoming the guest and assist to their respective table 
· Taking orders of Drinks and foods 
· Serving alcohol drinks i.e. Beer, Cocktails, Wines or Liquors 
· Keep and maintain the cleanliness of area 
· Thanking the guest and ask for repeat business 
Waitress (Executive Offices)
Sept 2012 to June 2013
Abella and Co.
Dubai, UAE
· Welcoming and looking after visitors, screening telephone calls, enquiries and requests 
· Monitor the use of supplies & equipment to coordinate the repair/maintenance 
· Arranges courier services i.e. DHL, Aramex etc. 
· Assist in the preparation of meetings, conference and teleconference calls 
· Assist the Executive Director and other staff as requested like photo copying, scanning and faxing, binding and printing company presentations if and when required 
· Maintain an adequate inventory of office supplies / stationery 
· Keep and maintain the cleanliness of kitchen and reception area 
Regular Cashier
Sept 2011 to Aug 2012
SM Pampanga, Pampanga, Philippines
· Process cash and credit transactions 
· Assists and deal with customers complaints in handling cancelled orders and merchandize returns 
· Calculate discounts of references, requests customer identification for certain discounts and receipts are required 
· Maintain sufficient amount of change in cash drawer 
· Surrender all sales and documents at the end of the day 
Customer Service Support
May 2010 to June 2011
Lai Lai Garden Hotel,
Manila, Philippines
• Welcoming the guest and assist to their respective table
• Taking the order and deals with their complains and needs.
• Keep and maintain the cleanliness of area.
• Thanking the guest and asked for repeat business.
Education
	Basic MS Office
	July 2014

	Atlas Educational Institute,
	

	Dubai, U.A.E.
	

	Advanced Customer Service & Interpersonal Skills Training
	Oct 2012

	Abela and Co.
	

	Dubai, U.A.E.
	

	Certificate in Hotel & Restaurant Services
	2008 – 2010

	Liceo De Pulilan Colleges
	

	Bulacan,
	

	Philippines
	


Additional Training
Cross Training in Human Resources Department
March - May 2015
Citymax Hotel
Al Barsha
Dubai
Cross Training in Sales Department
August - September 2015
Citymax Hotel
Al Barsha
Dubai
Other Information
Date - December 29, 1991
Nationality - Filipino
Civil Status - Single
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