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PROFILE:
· High energy; flexible and dependable
· Reputation for displaying professionalism and concern for customer comfort
· Passion for working with people
· Able to quickly learn and clearly communicate regulatory guidelines
· Capable to work under pressure.
WORK EXPERIENCE: 
· Emirates Flight Catering 

Dubai, U.A.E 

Waitress 

February 2012 – March 2013
DUTIES AND RESPONSIBILITIES:
· Service of foods and beverage in the food and beverage outlets. 

· Deal with payments for guests. 

· Carry out set up duties; Carry out cleaning duties. 

· Meet and greet guest on arrival. 

· Ensure the highest level of customer satisfaction in food and beverage. 
· Prepare hot, cold and mix drinks for customers; chill bottles of wine.

· Inform customers of daily specials

· Remove dishes and glasses from tables and take them to kitchen for cleaning

· Stock service areas with supplies like coffee, tableware, food and linens.

· Make sure the tables are clean and tidy

· Fill salt, pepper, sugar, cream, condiment, and napkin containers.
· Describe and recommends wines to customers.
· Asialink Credit Corporation 
Batangas City, Philippines 

Office Staff/Data Entry Staff

January 2010- January 2012
DUTIES AND REPONSIBILITIES:

· Answer telephones, direct calls and take message. 

· Compile, copy, sort and file records of office activities, business transactions and other activities. 

· Maintain and update filing, inventory, mailing and database systems either manually or using a computer. 

· Operate office machines such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers. 

· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.
· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Tests customer and account system changes and upgrades by inputting new data; reviewing output.

· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.

· Maintains customer confidence and protects operations by keeping information confidential.
SKILLS:

Language: Fluency in English
Communication: Comfortable in writing and speaking 

Expert in MS Office applications such as Word and Excel

PERSONAL DATA:


Age:

27


Birthdate:
May 20, 1989

Civil Status:
Single


Nationality:
Filipino

ACADEMIC BACKGROUND:


TERTIARY:
Systems Technology Institute (STI) Batangas, Philippines




Diploma in Information Technology


SECONDARY:
Sta. Teresa College


OBJECTIVE:





Seeking a challenging opportunity where I will be able to utilize my strong organizational skills, educational background and ability to work well with people, which will allow me to grow personally and professionally. 
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