[image: image1.png]


Maria
Maria.309212@2freemail.com 
 

                Personal Particulars

Career objective


To work in a highly motivating and challenging environment that provides the best opportunities to boost and develop my potential to the fullest, to achieve the organization’s goal while achieving my personal goals.
summary of skills & professional experience

Strong leadership/ excellent communication skills/ Competent/ Strong team player/ Eye for detail/ People Skills/ Customer service skills/ Training/Payroll/ Scheduling/ Computer Literate (Microsoft Word, Excel and Power point)/ Administrative job/ excellent research, planning, organizing and time management. 
career Summary
	Position
	Company
	Dates

	 Store Manager
	Miraque Trading LLC Tim Hortons UAE
	April 5, 2015- present

	 Assistant Manager
	Emirates Fast food Company LLC McDonalds UAE
	January 23, 2013-January 31, 2015

	 Assistant Manager
	McDonalds Tanauan City, Batangas Philippines
	July 18, 2011-January 18, 2012

	 Management Trainee F&B
	Astons Specialities Pte.Ltd. Suntec City Mall Singapore
	October 21, 2010-April 13, 2011

	Receptionist cum Administrative Assistant
	Philippine Airlines under Passenger Sales Philippines, External Training & Development Services Division
	April 27, 2010- June 10, 2010

	Sales Clerk
	SM Lipa Meredian Leader Inc., Philippines
	February 9,2007-June 14, 2007

	Marketing Assistant
	Jollibee Foods Corporation

Tanauan Crossing, Philippines
	June 1, 2006- November 10, 2006


April 5, 2015- present MIRAQUE TRADING LLC APPAREL TIM HORTONS UAE
 Store Manager 
· Achieved 100% in Mystery Shopper on 28th of December 2015.
· Achieved 102% sales budget for July 2016 and 120% sales budget for September 2016.
· Awarded for Dubai Municipality as outstanding Coffee & Bakery.

· Increased 25% sales for EID versus last year sale.
· Manage 10 staff and develop 3 staff for opening team to our upcoming new store branch.
· Handling safe turnover for AM/PM sales with 10,000AED starting capital including 1000AED petty cash.
 Job Description

· Prepare schedules for all personnel according to the forecast and within the limits of the manning guide, to ensure adequate manpower at all times and under the guidance of the General Manager – Brand. Conduct regular training sessions with the assigned team in line with departmental SOP’s.

· Position the staff according to their abilities (Aces in places).
· Ensure the proper appearance and grooming of assigned team members.

·  Train, evaluate and motivate staff performance. Shortlist new potential employees for development.  
· Handle and welcome the arriving guests with the assistance of the hospitality ambassador.
· Resolve guest complaints immediately by using the (LAST) and guest recovery.
· Be actively involved in the outlets promotional activities.

· Encode the invoices receive from deliveries; do transfer in/out products from other outlets or warehouse.
· Perform daily, weekly and monthly inventory and manage the cost of the store.
· Monitor and update the daily wastages.
· Make the accurate ordering based on the usage of the store.
· Update the payroll in time paq in timely manner.
· Ensures operating equipment is sufficient and in the finest condition and highest quality.
· Understands and follow up on health, safety, fire and emergency procedures and reports accidents and safety hazards.

· Follows up on clean uniforms and that the highest standards of grooming and personal hygiene of the staff are maintained.
· Attends meetings as directed or required and submit the monthly report to the area manager.
· Complete safe hand over, shift report and DSSR.
· Accomplish the petty cash replenishment every 15th and end of the month.
· Implemented innovation for the store organization, cleanliness & set standard according to the company policy.
· Uplift the sales & transaction versus the last year sales thru coaching the staff & managing events outside the store.
· Engagement with the customer to attain their loyalty in our brand.
January 23, 2012- January 31, 2015 EMIRATES FASTFOOD COMPANY LLC MCDONALDS UAE





2nd Assistant Manager

· Completed the Shift Management Excellent Course dated October 27-30, 2013. 

· Certified Shift Manager with the excellent score in Food Safety, Quality and Cleanliness. 
· Completed the RMK training for food safety and strict compliance of Baladiya policy.
· Achieved the target in Mystery Shopper by having zero Customer Service Opportunities (CSO) and 100% Quality, Service, Cleanliness and Value (QSCV) for the year of 2014. Manager in Charge who consistently received incentive for i-connect challenge for Mystery Shopper.
· Accomplished the Full Operation Review conducted by Operation Consultant and Head Manger as well as the Short Operation Review done by the Operation Consultant from other patch with the score of 92.8%.

· Manager in charge in HR Audit achieved 97% in follow up visit.

· Training Manager for 2014 achieved 93% for follow up training audit.

· Manage 15 crews and develop 3 crew trainers as Swing Managers. 

· Handling safe turnover for AM/PM sales with 13,000AED starting capital including 1000AED petty cash.
· Do e-ordering, bill ledger, daily and monthly reports.
July 18, 2011- January 18, 2012 GOLDEN ARCHES DEVELOPMENT CORPORATION MCDONALDS TANAUAN CITY BATANGAS, PHILIPPINES

Assistant Manager

· Staffing, Scheduling and positioning the crew accordingly.

· Do daily, weekly inventory and monthly with the participation of the store manager.

· Service Manager; delegate task on the crew about their secondary responsibilities and make sure that all                      

          crew are providing outstanding customer service.
· Kitchen Manager; ensure that build to’ s are implemented in all the cooler and freezer, the standard in 
          stocking the portions, paper products and patties are strictly follow by the crew. 
· Handling customer complaint and applied the guest recovery.

· Coach and plan for the training of the crew, crew trainer and the new manager for their career        development.

October 21, 2010-April 13, 2011 ASTONS SPECIALITIES PTE.LTD. SINGAPORE






Management Trainee
· Anticipate the needs of the restaurant and order whatever products are necessary to help staff performs their duties more efficiently and effectively.

· Maintain positive guest relations at all times, and resolve complaints promptly, ensuring maximum guest satisfaction.

· Monitor and maintain cleanliness, sanitation and organization of work areas.

· Settle checks in the P.O.S system according to Restaurant specifications. 

· Educate staff on proper greetings/salutations to extend to guests and the use of suggestive up-selling techniques to increase profit margins.

· Oversee staff performance in all phases of service and job functions ensuring that all procedures are carried out to standards.
TERTIARY Qualifications

October 17, 2012 Bachelor of Science in Tourism, Lyceum of the Philippines University-Batangas
trainings

April 14, 2016 - Speed Of Service Training, Al Najda Apparel Bldg. Abu Dhabi UAE.
April 23, 2016 – H&R Retention Success, Al Najda Apparel Bldg. Abu Dhabi UAE.
August 11, 2016- Knowing your Numbers, Al Najda Apparel Bldg. Abu Dhabi UAE.

November 23, 2011- Certificate of Competency for Catering/Stewarding Function Chef Maritime TESDA Tayuman St. Tondo Manila.

October 10-18, 2011- Basic Safety Training

Far Eastern Maritime Foundation Inc., 9th floor, Rm 904, Victoria Bldg. U.N Ave.,Ermita Manila

June 20-24, 2011- Front Office Operations

Hoteliers and Seafarers Skills Corp., Rm. 607 Allied Bank Bldg. Quitin Paredes St. Binondo Manila.
Affiliations

 1st & 2nd semester 2007- 2008
         President of Tourism Society

 1st & 2nd semester 2007-2008 
         Works as Student Assistant 

 1st semester 2010-2011 
         President of Event Management Class                                  
