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CHINEE
OBJECTIVES
>Seeking a challenging and interesting position in a company where I can give a positive contribution to people's lives and to the company
>To gain an excellent working experience.
QUALIFICATION
· Excellent interpersonal, communication and relationship-building skills. Listen attentively, communicate persuasively and follow through diligently.
· Excellent knowledge of Microsoft Office System (including Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Outlook). 
· Good in documentation, filings and calculation related works. Very well organized
· Well-equipped in office and secretarial work
· Enthusiastic and driven to pursue goals, optimistic outlook, and takes responsibility of own work
· Can work under pressure and do multi-tasking.
· Have a good leadership and handles the team to obtain standard. 4 years in supervising team.
WORK EXPERIENCE
January 2016- April 2016
Production Designer - Team Leader for Design Team
Philippines
· Creates concept, and production criteria
· Identify and selects materials need for production
· Supervise the props men, make-up artist and wardrobe team
· Create and list the cost of materials
· Negotiate to lessen the expenses for production materials
May 2015- October 15, 2015
Sales Representative/ Receptionist
Isabella Lourdes Pension House, Gen. Santos City, Philippines
· Discussing the service and facilities offered to guests
· Making and confirming reservations 
· Accommodate patrons by registering and assigning rooms to guests
· Issuing room keys or cards, transmitting and receiving messages, 
· Keeping records of occupied rooms and guests' accounts.
· Calculates and prepares bills of the guest.
· Presenting statements to and collecting payments from departing guests.
· Receives and gives solution to guest comments and suggestion for better service.
March 2011- Present

Event Coordinator / Supervisor

General Santos City, Philippines

· Discuss plans with the clients. These are the time and location, options, cause and effect of ideas given and also the cost and budget.
· Arranging and coordinating with persons involve in the event such as team assigned for food, transportation, decorations and errands

· Make list of materials needed for the events such as computer, invitation, presentation, etc.

· Follow up the progress of each team.

· Oversees the entire event from preparation to post event.

·  Amends, decide and spearheads any glitches, problems or guest complains.

· See to it that the team are in one and working together to achieve goals

February 2015- May 2015
Pastry Chef (commis) 
Davao Convention and Trade Center
Davao City, Philippines
· Assist the Pastry chef in preparing the cakes and desserts for the day. Usually 200 petit fours per guest reservation.
· Check the daily, weekly and emergency orders
· Assures the prep are cleaned and sanitize
· Check the tools, equipment and machines to be used are all set and well-functioning
· Check the storage and stocks, inventory ingredient and creates what needs to be ordered
· Receives deliveries and make sure that all the food that has been ordered has been delivered and in good and fresh quality.
· Develop new dish that may be added to the products offered
· Make sure that the food presentation achieved the standard base on company and customers.  
December 2011-October 2013 
Operation Supervisor
Tadios Fresh Vegetables 
General Santos City, Philippines
· Make sure that smooth operations in deliveries and purchasing. 
· Review employees and staff performances, monitors productivity rate. Ensures the overall productivity, quality and profitability of the company.
· Are also responsible in execution and budget planning, management and inventory control.
· Ensures the product produce are in good and fresh quality.
May 2008- March 2011
Documentarist and Secretary
Head of the Student Affairs, Mindanao Polytechnic College
General Santos City, Philippines
· Receives, arrange and confirms scheduled meetings.
· Receives and files documents and memorandums send to the office
· Reminds the schedule of the day and make sure the things needed such as presentations and reports are prepared.
· Receives complains from students and creates reports about the problem.
· Prepares announcement and memorandums released by the office
· Plans activities that headed and organized by the office.
· Coordinates and arrange invited speakers for activities
· Make files and summary reports of pre- event to post event.
· Creates budget proposal and liquidation reports of activities conducted
May 2009-March 2010
Public Information Officer
Supreme Student Government, Mindanao Polytechnic College
General Santos City
· Relay, post and announces information and activities conducted by the SSG
· Helps in planning activities that benefits the entire school community
· Encourage students to participate in activities and programs in curricular and extra-curricular.
· Disseminates task, responsibilities and guidelines of staffs and participants
June 2010-March 2011
Editor –in – Chief
Polychrome Salamisim, Mindanao Polytechnic College
· Leads the creation of yearly publishing
· Plan, organize, facilitates and implement the follow of action to collect the information and materials needed
· Disseminate task and guide staff in work
· Discuss advance plan to school administration
· Make sure the schedules are followed
· Double checks errors and fills needed information and pictures. Amends any troubles and problems encounter
· Present finish book to the school admin and students
Certificates and Trainings
Certificate in Ethical Leadership and Management
Certificate in Disaster and Crisis Management with Psychological First Aid and Evacuation Management
March 12, 2016
Training conducted by East West Educational Specialist under the program of study that aimed at providing the highest level of competency 
National Certificate – II in Bread and Pastry Production 
January 16, 2015
Short TESDA course that trains to create, develops and present dessert, cakes and breads for hotel, restaurants and food establishments
National Certificate – II in Food and Beverage Service
August 3, 2013
Short TESDA course that trains to become food service attendant for hotel, restaurants and food establishments
National Certificate - II in Housekeeping
March 25, 2011
Short TESDA course that trains to become housekeeping attendant for hotel, restaurants and other establishments
National Certificate (Trainer/Assessor Level) - Trainer’s Methodology I 
August 23, 2013
Short TESDA course that trains to raise the bar of trainers/ professionals for quality assurance
EDUCATIONAL ATTAINMENT
Tertiary: 
Certificate in Advance Pastry and Cake Decorating
Gerardo’s School of Culinary Arts and Cake Decorating Inc.


015 Saging St. General Santos City


March 2015
Bachelor of Science in Hospitality Management
Major in Hotel and Restaurant Management
Mindanao Polytechnic College, General Santos City, Philippines
SY 2010-2011
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