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Marinela 
SUMMARY STATEMENT


Flexible and adaptable to new and different work to utilize my knowledge and experience within an environment offers challenging opportunities for advancement in my career. Willing to learn and to be trained. Can perform tasks systematically with minimal supervision. Works well under pressure and delivers timely results.
WORK EXPERIENCE
JOB RESPONSIBILITIES

RJS ULAS SHELL STATION
                               Records journal/books of accounts
Station Clerk – Ulas Branch 
        Prepare Check voucher
National Highway Ulas, Davao City 
        Audit sales report
August 2016 – June 2016 
        Prepare employees payroll

        Follow up collectibles from creditors


        Do physical inventory of stocks/supplies


        Submit reports to the General Manager
LIFESTYLES ASIA PACIFIC PHILS. INC.

Order Entry clerk

Distributor’s Service Center Staff

Prepares Daily Sales report 

GENSAN Branch 

Submits report to the Accounting Dept.,

Magsaysay Ave., General Santos City

  Warehouse Dept., and General Manager

May 2013 – August 2013

Do physical inventory of stocks and Daily            Transaction report
HOTEL UNO DAVAO

Records journal/books of accounts


Accounting staff

Prepare Check voucher

C.M. Recto St., Davao City

Audit sales report 
August 2012 – December 2012

Prepare employees payroll
Follow up collectibles from credit cards/banks



Do physical inventory of stocks/supplies



Submit reports to the General Manager


DEPARTMENT OF TOURISM

Admin Support

On-the-job Trainee

Communication (Fax, Telephone calls)

5th floor LANDCO Bldg. 

Airport Receptionist

J.P. Laurel Ave., Davao City

Assist in coordinating the plans and ac
-
February 2012 – June 2012

tions of various DOT department

Disseminate promotional and tourist information materials to various tourist assistance center
LA VIDA INN

Admin Personnel/ Admin Support


Cashier

Communication (Guest)
J. Rodriguez Ave., Ma-a, Davao City

         Operate cash registers
Nov. 2006 – July 2009

Deposits cash and checks

Monitoring and reporting check-in/check-out of guests

DUNKIN’ DONUTS
Operate cash registers
Service Crew/Counter Person
Assist in kitchen processes
Malvar St., Davao City

Taking orders, serving food and often


March 2006 – Nov. 2006
handling payments

EDUCATIONAL BACKGROUND


Tertiary:

University of Mindanao

              
McArthur Highway, Matina, Davao City


BS Tourism Management (2009-2012)


John Paul II College of Davao

              
Ecoland, Davao City


Bachelor of Science in Nursing (2004-2006)



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