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JLERDS
SUMMARY OF QUALIFICATION:

· Over ten years ofexperience working in Abu Dhabi, UAE.

· Strong ability to manage store operations independently.

· Knowledge of clerical and administrative procedure

· Skilled in all aspects of cash handling, issuing money orders, cashing checks, and related duties.

RELEVANT  SKILLS :
· Computer Literate: (Proficient in Windows Software, Microsoft Word, Data Entry, and Internet)
· Excellent Customer Service Skills.

· Extensive knowledge of operating and maintaining various restaurant equipment

SHORT TERM TRAINING ATTENDED :

· Galaxy Computer Education                               

Hamdan Street, Abu Dhabi

       United Arab Emirates

Certificate of Completion

   24 Sep2007 – 06 Nov2007

· Data Encoder (On-The-Job Training)

Centro Escolar University

Mendiola, Manila,Philippines
 2001-2002


	
	CAREER OBJECTIVES:Growth opportunities to work in the field of my discipline and interest giving the best of my ability and skills in achieving company’s goals and objectives.
EDUCATIONAL ATTAINMENT :

College:  Centro Escolar University in Manila Philippines.
 B.S Computer Science
EMPLOYMENT HISTORY :

Control Abu Dhabi, UAE

May 2013 – February 2015
Sales & Marketing Supervisor

Duties and Responsibilities:

· Communicating skillfully with customers on new products & services offerings.
· Giving feedback to the manager about the market response.
· Negotiating with market research companies and advertising agencies.
· Interacting with other company regularly to gain feedback on quality & service effectiveness.
· Managing all aspects of sales to current and target customers, including providing highly technical and administrative service information.
Concord Café’ Abu Dhabi UAE

May 2010 – October  2012

(Over all –in-Charge)

Duties and Responsibilities :
· Supervising the said small coffee shop and engaged in serving food and in maintaining the cleanliness of food service areas and equipment.
· Properly prepare coffee beverages in a prompt manner.
· Responsible for the preparation of a variety of coffee, tea and other beverages.
· Memorizing drink menus and familiarizing with the flavors and recipes of the coffee shop
· Requisitioned and inspected foodstuffs, supplies and equipment in order to maintain stock levels and ensure standards of quality were met.

· Sanitizing steam wands, doing dishes, cleaning blenders and 
Duroi Coffee Shop Abu Dhabi,UAE

February 04, 2007 to March 2009

Waiter/Barista
Duties and Responsibilities: 

· Overall in-charge of the said restaurant monitoring and controlling store compliance in all areas, including customer care, effective planning, staff training and development.                    
· Encouraging the highest possible standards of customer service from the team
· Maintaining the smooth day-to-day operation of the store
· Welcoming and pleasing customer with smile
· As part of my daily routine works, I see to it that everything is in order from table arrangement to shop motif or setup prior to start of the day.
Carrefour Hypermarket Store, Abu Dhabi UAE

July 2003 - June 2006

Sales-in-Charge

Duties and Responsibilities:

· Prepare a list of items (shortage report) in a weekly basis prior to purchase order

· Items are delivered and controlled in my presence

· Ensure that all items in the selling section match with our records in the system files.

· Monthly inventory

· In behalf of the section, I was also responsible to handle some office works that include data encoding, comparison of monthly sales in terms of quantity, assist in promotional sales.

PERSONAL DATA :

Date of Birth   : May 09, 1980

Nationality      : Filipino

Marital Status : Married
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