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EDUCATION
B.S.Commerce
MajorinBusinessManagement
UniversityofBatangas
Hiltop,BatangasCity,Philippines
CAREERHISTORY&ACCOMPLISHMENTS
AbuDhabi,U.A.E.
Waitress,Barista,Cashier,and
CustomerService
June5,2014-August31,2015
· Greetthecustomersenteringtheestablishments. 
· Prepareorservehotorcoldbeverages,suchascofee,espressodrinks,blendedcofees,orteas. 
· Cleanorsanitizeworkareas,utensils,orequipment. 
· Checktemperaturesoffreezers,refrigerators,orheatingequipmenttoensureproperfunctioning. 
· Wipedownthecountersfrequentlyandkeepthefloorscleanandthegarbage. 
· Informsguestsaboutthespecialitemsforthedayandmenuchangesifany. 
· Up-selingadditionalfoodandbeverageproductstothecustomers. 
· Atendingcustomer’scomplaint. 
· Weighitemssoldbyweightinordertodetermineprices. 
· Answerstelephoneinacourteousandfriendlymanner. 
· Issuetradingstamps,andredeemfoodstampsandcoupons. 
· Receivepaymentbycash,creditcards,vouchers,orautomaticdebits. 
· ProcesscashandcreditcardpaymentsthroughthePOS. 
· Countmoneyincashdrawersatthebeginningofshiftstoensurethatamountsarecorect. 
· Accuratecashhandlingandendofshiftreporting. 
· Ensurethatthecofeemakerisinperfectworkingconditionataltimes. 
· Makesurethatalcofeeblendsareavailableataltimes. 
· Makesurethatcofeemugsandplatesareclean. 
· Maintainsefectiverelationshipwithcoleagues. 
· Otherdutiesasassigned. 
CITIMARTGROUPOFCOMPANIES
BatangasCity,Philippines
DocumentControler
March15,2013-April30,2014
· Coordinate alactivitiesrelated to the DocumentControlerprocedure,including technical documentsandcommercialcorespondence. 
· Inputdocumentdataintothestandardregistersensuringthattheinformationisaccurateandup 
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todate.
· Controlingandmaintainingcompanyrecordsandfiles. 
· Typingofsitedocuments,andfolow-upofalthesiteneeds. 
· Performingdocumentationaudits. 
· Maintainupdatedrecordsofalapproveddocuments. 
· Makessurethatcontroledcopiesoflatestapproveddocumentsaregiventotheappropriatestaf. 
· Checkingthefilename,erors,makingsurethataldocumentsfolowcompanypolicyguidelines andarchivingfilesandrecordscorectly. 
· Maintainthefilesandcontrollogsasrequiredbytheprojects. 
Receptionist
February10,2012-March10,2013
· Greetvisitorswarmlyandmakesuretheyarecomfortable. 
· Providedreceptiondutiesonbehalfoftheteam,whichinvolvedprovidingface-to-facecontactfor visitorsinaresponsiveandcourteousmanner. 
· Responsibleforansweringswitchboardphones,routingcalstoappropriateofices,andtaking downmessages. 
· Creativevariousformsforefectivecorespondence,andperformdataentryandgeneral 
administrativetasks,suchasscanningandfilingofdocuments. 
· Maintainsecuritybyfolowingproceduresandcontrolingaccess(monitorlogbook,issuevisitor badges). 
· Monitorandensurethatthereceptionareaiskepttidyandprojectsabusiness-likeimage. 
· Fileandkeeprecordofactivitiesintheoficeforeasyretrievalandreviewwhendue,andsending 
totherelevantdepartmentpersonnel. 
· Sortandhandleoutmailmessageswhetherincomingoroutgoing. 
· Assistedwithorganizingofrepairsandmaintenanceofoficeequipment. 
· Otherdutiesasassigned. 
DOFREEZEL.L.C.
DubaiIndustrialPark,Dubai,UAE
ProductionStaf
June21,2010-Nov.24,2011
· Performsadministrativeactivities,includingthepreparationofrequisitionsforfoodandsupplies 
accordingtoproductionguidelinesandrecipes.Managesinventoryoffoodandsuppliesforarea 
ofassignment. 
· Evaluatesqualityofrawfoodsreceivedandfinishedfoodproducts. 
· Ensurethatthesametypeoffooditemsisstoredtogether. 
· Monitorthequalityandquantityoffooditems. 
· Participateinpackagingandassemblingfooditems. 
· Overseesandmaintainssafetyandsanitarystandardsinproductionareasaccordingtothe HealthMinistry. 
· Ensuresproperstorageandlabelingoffoods. 
· Participatesindepartmentalandpersonalprofessionalgrowthactivities. 
· Ensuresproperandsafeuseofalproductionequipmentandworkareas.Inspectsand coordinaterepairsandmaintenanceofequipmentasrequired. 
· Maintainsefectiverelationshipwithcoleagues. 
· Otherdutiesasassigned. 
ST.MICHAELSCHOOLOFMUSIC
BatangasCity,Philippines
Secretary
January5,2009-February20,2010
· Answertelephonesandgiveinformationtocalers,takemessages,ortransfercalstoappropriate individuals. 
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· Organizeandcoordinatemeetings,conferencesandtravelarangements. 
· Locateandatachappropriatefilestoincomingcorespondencerequiringfiles. 
· Maintainschedulingandeventcalendars. 
· Makecopiesofcorespondenceandotherprintedmaterial. 
· Distributeincomingmailandothermaterial,andprepareanswerstoroutineleters. 
· Scheduleandconfirmappointmentsforclients. 
· Setupandmaintainpaperandelectronicfilingsystemsforrecords,corespondenceandother 
material. 
· Conductsearchestofindneededinformation,usingsuchsourcesastheinternet. 
· Prepareandmailchecks. 
· Operateoficeequipmentsuchasfaxmachines,copiers,andphonesystems,andusecomputers 
forspreadsheet,wordprocessing,databasemanagement,andotherapplications. 
· Prepareandmanagecorespondence,reportsanddocuments. 
· Providesupporttothereceptionistinhandlingthefrontdeskduringhis/herbreak/absencefrom 
theplaceofwork. 
· Otherdutyasassigned. 
PRVI(MarketingAgencyofCitibank)
BatangasCity,Philippines
SalesExecutive
August17,2006-November23,2008
· InvitequalifiedpersonstoavailCitibankcreditcard. 
· Researchessourcesfordevelopingprospectivecustomersandforinformationtodeterminetheir potential. 
· Listeningtocustomerrequirementsandpresentingappropriatelytomakeasale. 
· Maintaininganddevelopingbusinessrelationshipswithexistingcustomersinpersonandvia telephonecalsandemails. 
· Respondingtoincomingemailandphoneinquiries. 
· Expeditestheresolutionofcustomerproblemsandcomplaints. 
· Negotiatingthetermsofagreementandclosingsales. 
· Keepclientsfileconfidential. 
· Updatingthestatusofclientapplication. 
SKILLS
· ComputerLiterate(Excel,Word,Outlook,InternetBrowsing) 
· KnowledgeinAutoCAD 
· Abilitytoworkco-operativelywithothers 
· Eficienttimemanagementandorganizationalskils 
· Self-motivationandabilitytotakeinitiative 
· Quicklearner,keentolearnandimproveskils 
	PERSONALBACKGROUND
	
	

	Age
	:
	35yearsold

	Nationality
	:
	Filipino

	CivilStatus
	:
	Single

	LanguageSpoken
	:
	English&Tagalog

	VisaStatus
	:
	VisitVisa
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