CURRICULUM VITAE  
JOANA ZERNA BAUTISTA
Objective:
To obtain a responsible and challenging position with a progressive firm and actively participate in the company operation in which I can contribute and impart my knowledge and skills.

EDUCATIONAL QUALIFICATION
2008 – 2012
Bachelor of Science in Hotel and Restaurant Management
(College)

Cavite State University – Rosario Campus




Rosario, Cavite




Philippines
       PROFESSIONAL EMPLOYMENT RECORDS
November 2012- March 2015

HR Officer/ Secretary






Fist Security L.L.C







Abu Dhabi, UAE

April 2011 – Aug 2012


Cashier / Service Crew







Pizza Hut Restaurant







SM Rosario







Philippines

Feb.  2010-June 2010


Assistant Sales Executive






Days Hotel, Tagaytay City







Philippines

HR Officer/Secretary Duties & Responsibilities:

• Administers pre-employment proficiency tests for the purpose of ensuring eligibility for employment.
 • Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages. Assists with employment process (e.g. callbacks, scheduling interviews, entering information into computer, maintaining current applications, assisting with applicant searches, notification, new teacher orientation/induction, career fairs, etc.) for the purpose of meeting district staffing requirements while complying with established guidelines.
 • Assists with new employee orientation (e.g. introducing personnel, payroll, and benefit policies, assisting with enrollment forms, etc.) for the purpose of ensuring employees are knowledgeable of current practices and administrative processes. 

• Conducts exit interviews and enters data in computer for the purpose of documenting and/or providing reliable information for the quarterly and end of year compilations of responses.
 • Greets individuals entering the office (e.g. visitors, staff, parents, applicants, etc.) for the purpose of responding to inquiries and/or directing individuals to appropriate location. 
• Maintains a variety of employment files and records, (e.g. applicants, test scores, fingerprinting tracking records, highly qualified, job descriptions, etc.) for the purpose of compiling pertinent employee information, ensuring accuracy of employee's records, maintaining eligibility for position and complying with mandated requirements. 
• Maintains an inventory of items (e.g. handbooks, applications, personnel forms, etc.) for the purpose of documenting and/or providing reliable information. 
• Performs record keeping and clerical functions (e.g. scheduling, copying, faxing, filing, collating, data entry, calculating, verifying, etc.) for the purpose of supporting department staff.
 • Prepares a variety of reports and related documents (e.g. classified and certificated report
Cashier & Service Crew Duties & Responsibilities:

· Receive payment by cash, credit cards, vouchers or automatic debits,
· Issue receipts, refunds, credits, or change due to customers,
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change,
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.
· Greeting customers while offering super customer service attention, taking, assembling and presenting food orders,
· Assisting new crew members in learning their new job skills,

· Backing up other crew members in their jobs, assist in any area to ensure that the food is being prepared, packaged and delivered to customer in a timely manner. 

ON THE JOB TRAINING
May – June 2009




Hotel Practicumer
(240 Hours)




Housekeeping Department








El Palacio Hotel








Cavite City, Philippines

March – May 2010



Restaurant Practicumer
(240 Hours)




F & B Department








Tagaytay Highlands








Tagaytay, Philippines

January – February 2012


Hotel Practicumer
(360 Hours)




Front Office Department







Days Hotel








Tagaytay, Philippines

TRAINING AND SEMINARS
· March 2011
Queen Margarette Hotel

Lucena City, Quezon
        Philippines

· Food and Beverages Demo, Restaurant Issues

· Front Office Operations

· September 2008
Diamond Hotel

Roxas Boulevard, Malate Manila

Philippines

· Housekeeping Seminar with Bed Making Demo

· Travel and Tourism Issues

TGIF Restaurant

Robinson's Place, Manila

Philippines

· Bartending Demo

· Mixing and Tasting non Alcoholic and Alcoholic Beverages
SUMMARY OF SKILLS AND EXPERTISE
· Computer Literate

(MS Word, Excel, PowerPoint, Internet, Outlook.)

· Responsible and Dependable team worker.

· Knowledgeable in housekeeping.

· Waitering, decorating and making centerpiece.

· Knowledgeable in Front office operation.

· Work Independently.

· Customer service oriented and good people skills.

· Fast learner, active, energetic

· Hardworking, self-motivated eager for learning knowledge.

· Highly flexible. Dedicated and Service oriented with ability to stay calm and focused under pressure ever with minimal supervision.
PERSONAL DATA
Languages

:
Fluently in Tagalog and English

Date of Birth
:
April 06, 1991

Height

:
5'6

Nationality

:
Filipino

Civil Status

:
Single
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