         Joshua 

Joshua.309487@2freemail.com 

 Self-Motivated, Energetic, with broad experience of 5 years of working, as Cost Controller, Banquet Coordinator, Sales Consultant & Administrative Assistant in diverse business environments that demand strong organizational, technical and interpersonal skills. I possess an effective communication and ability to interact with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities. Willing to join company where giving an opportunity to achieve a challenging position, within a customer facing, administration position in a challenging and stable environment.

	SUMMARY
	AREAS Of EXPERTISE

	· Customer Relation & Support
	· Support Sales Team 
	· Cash Management 

	· Staff Training Management
	· Food Production Management
	· Self-motivated & Team Player

	· Analytical Skills
	 
	· Reception



	SUMMARY
	Core Competencies


· I possess excellent customer service experiences which include cashiering and salesmanship, proven ability of excellent organizational and administration skills and high level workloads within strict deadlines.

· Successfully managed my roles at different positions, in various Industries. 

· Excellent interpersonal skills, along with an ability to deal with cross cultural communications.

· Self-motivated, energetic, and efficient in interacting with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities.

· Superior interpersonal and communication skills to foster interpersonal relationships with management, staff, customers and colleagues, along with aptitude to remain flexible, with high degree of professionalism, discretion and problem resolution capabilities. 

· Have a passion to learn and to increase my skills.
	SUMMARY
	PROFESSIONAL EXPERIENCES


La Perla Nera (FZE)                                                                                                                 SHARJAH SAIFZONE FREEZONE, U.A.E.

FINISHED CONTRACT                                                                                                             ( November  2014 to November  2016)

· Mixes, cooks, and freezes ingredients to make frozen ice cream. 

· Pours mixed ingredients into the freezing machine. 

· Removes frozen dessert mixture from the machine. 

· Stores frozen desserts in refrigerated room or refrigerator. 

· As Store Staff Trainer, 
· To lead the team on each shift and ensure the company service standards are upheld. 

· Explain how various menu items are prepared. 

· Check customers are enjoying their meals and take action to correct any problems. 

· Work closely with other team members to ensure excellent service is provided to all customers. 

· Prepare checks that itemize and total meal costs using the Micros Point of Sales System. 
	SUMMARY
	PROFESSIONAL EXPERIENCES


Administrative Assistant
	Legend Villas Philippines
	Metro Manila Philippines., (Dec 2012 to Dec.  2013)

	· Responsible for store policies and procedures and internal communications

· Provide administrative supports for the store management in various administration related tasks

· Responsible for handling Cash in Safe and all expenses of the store, distributing daily floats and supervises all the activities of the cashiers

· Answering telephone calls and directing the line to right departments

· Process Cash reconciliations and updating Admin Reports

· Making sure that all admin and cash office generated reports are correct and to ensure the adjustments have been made accurately to comply with company policies and procedures and audit requirements.
· Transferring and Receiving of Merchandise from other stores

· Responsible for ordering stationeries/supplies and ensuring it Is adequately stocked in the store
· Ensuring all in store office document are archived properly to facilitate easy retrieval when necessary


Admin Assistant/ Banquet Coordinator/

	First Filipino Food Corporation DTGB

SM Mall of ASIA 
	Pasay, Philippines (January 2010 to April 2010)

	· Reported directly to the Food & Beverage Manager.

· Attending phone calls from different suppliers.
· Implementing policies and procedures to improve and tighten F&B Cost Control.
· Working closely with all F&B outlets to continuously maintain good F&B cost management.
· Planning and inventory management.
· Management reporting on food costing and yield.
· Conduct inventory check for monthly closing.
· Maintaining the proper storage of raw materials and groceries.
· Maintaining the first in first out (FIFO) to storage area.

· Planning, organizing, promoting, facilitating and coordinating of different types of events.

· Monitoring and coordinating of timeline event.

· Preparing event reports.

· Ensuring the event venue is ready on time.

· Preparation of event contracts.

· Preparing event budget.

· Ensuring that quality client/customer standards are upheld at all times.

· Scheduling events and coordinating appointments.


	
	EDUCATIONAL QUALIFICATIONS
	


Jun2011-Apr2014           Bachelor of Science in Hotel and Restaurant Management  
                                           (Universal College Paranaque; Philippines)

                                           College Graduate.
Jun2007 –Apr2009          Associate in Hotel and Restaurant Management (City University Of Pasay; Philippines)

                                            Associate Degree.
	SUMMARY
	CERTIFICATIONS / TRAININGS


Mar.04, 2014       Art of Coffee Seminar/ Workshop (Organization of Bartending Professionals &Philippine Flair Bartending Alliance)                 
                                                                    Universal College Parañaque
May 2013       “TESDA (Technical Education and Skills Development Authority) Barista”, Government of the Philippines, Makati
                                                                                                                                                 City, Philippines.

July 25, 2012    Rooms Management Seminar       (Front Office Overview/ House Keeping Overview) Hyatt Hotel and Casino Manila
Feb.26, 2012       Basic Hotel Operations: General Manager’s Point of View- Playa Tropical Resort Hotel, Ilocos Norte
Sept. 17, 2011      Orientation on Front Office and F&B Operations -  Camayan Beach Resort Hotel
June 15 -Aug 29, 2010   Culinary Arts: Asian Cuisine.(Universal College)

	
	 ACHIEVEMENTS
	


· Best In Leadership Awardees 
· Top 10 Most Influential BSHRM student Leader UC CAMPS Awardees’ 
· Food Expo Cooking Demo Head Student Chef. 2013 
· Has 2 years’ experience as Student Chef 
· Total of 4- year experience as Admin Assistant with exposure in administrative works 
· Total of 6 months experience in a food and beverage industry as a service attendant/buffet-man/room service attendant 
· Computer literate with specific expertise in MS Offices 
· Very good written and verbal English communication skills; completed a level 2 course in English Conversation Fluency 
· Has the ability to work independently and under pressure, articulate, hardworking, flexible, fast-learner, result-driven, people oriented, intelligent, can easily adopt new things and environment, bubbly, upbeat, and friendly. 

	
	P.C. / I.T.SKILLS
	

	MS Office (MS Word, MS Excel, MS Power Point, MS Outlook).



	
	LANGUAGES KNOWN
	

	
	
	Read
	Write
	Speak
	

	
	Tagalog
	· 
	· 
	· 
	

	
	English
	· 
	· 
	· 
	

	
	
	
	
	
	

	

	>Filipino (PP No. EC1676483) <

> Married <
> Male <
> U.A.E. <

> VISIT Visa until June 2017<
> DOB:15th Feb 1990<

	*References can be furnished upon request *


