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             Curriculum Vitae
Randy 

E-mail Address: randy.323812@2freemail.com 

Career Objective:

A highly motivated and enthusiastic individual with over 6 years of experience in the Middle East, looking forward to a challenging job in reputable organization to utilize my skills, knowledge and experience to contribute to the continuous growth of the company while gaining new skills and expertise.
Professional Experience:
·      Office Assistant Supervisor 
· Oct. 2011 till date
R Serviced Office 
Jumeirah Lake Towers, Dubai, UAE

     Duties and Responsibilities:
· Select, train, evaluate, and disciple subordinate office assistants
· Assisting Operation’s team with changing of office layout as per client’s need
·  Coordinating with dedicated Floor Manager/s for office daily checklist
· Assisting Floor Manager/s & Account department  (scanning, document filling/control, timely reporting)
· Point of contact for maintenance issues to report to Operation department
· Assisting IT Department with office arrangement of workstations
· Determine need for staff training and provide appropriate training and direction
· Supervise the work of junior office assistants
· Provide order and directions to the Office Assistants team and plan and schedule the team’s work
· Ensure the office facilities are in proper condition and order including the reception area, meeting rooms, pantry 
· Responsible for checking office equipment and appliances such as printers, scanners, coffee machines, water dispensers, etc to ensure they are in working condition and arrange for maintenance if required
· Ensure the property is clean and tidy at all times by liaising with cleaners to ensure cleanliness and hygiene is maintained
· Monitor and maintain moving stocks such as stationery, cartridges, pantry supplies and inventory stocks and make orders where necessary before supplies run out
· Checking and inspecting goods receiving and ensuring they are of accurate quantity, type, and also acceptable quality.

· Making sure that all inventory processes are completed on the same day.
· Answering and receiving phone calls from reception
· Greet and assist visitors with visitor badges and escort them to the office or meeting room and offer them refreshments
· Accept and sign for courier packages and distribute mail
· Waiter

· Nov. 2006 – Oct. 2011
Royal Taste Restaurant

Doha City, State of Qatar


Duties and Responsibilities:

· Greet customers in a courteous manner as they enter the restaurant and escort them to the table.
· Prepare tables for meals, including setting up items such as linens, silverware, and glassware.
· Present menus to customers and answer any questions about menu items and make recommendations upon request.

· Inform customers of daily specials.

· Explain how various menu items are prepared, describing ingredients and cooking methods.
· Take and confirm orders from customers to make sure that the customer’s order is properly understood before sending it to the kitchen staff for preparation.

· Inform the customers about the status of their orders.

· Ensure all the foods that will be served are according to the written order and serve the customer accordingly.

· Refill the drinks throughout the meal and find out if everything is ok or something additional is required.
· Remove used dishes, silverware and glasses from the table(s).
· Deliver the itemized check and accept the payment in a timely manner.
· Ensure that the highest level of quality and hygiene are maintained in the area/restaurant.
· Ensure that all customers are served in a professional, efficient and courteous manner.

Other Functions:

· Overseeing up to 20 staff in a very busy retail outlet selling mainly sandwiches, cooked chicken and buffet.
· Planning around local events with regards to manpower and wage control.

· Co-responsible in preparing all foods in assigned cater events such as weddings and other private function up to 300 guests.
· Co-responsible for the correct handling of all food stock as well as all the equipment in the restaurant.

· Co-responsible in the set-up of equipment, furnishing, glassware, silverware and decoration in the restaurant for all catered events.
· Co-responsible for the cleaning of glassware, silverware and part of the restaurant.
Educational Background:

· Computer Technician

System Technology Institute

Taguig City, Philippines

June 1999 – March 2001

· Secondary Level

Southern Rizal Institute
June 1995 - March 1999
· Primary Level

Hagonoy Elementary School

June 1989-March 1995

Computer Literacy:

· MS Word, Excel, Power Point

· Microsoft Publisher

· Basic Knowledge about Networking

Seminar and Training Attended:

· Information Technology Introduction 

Filipino Computer Club - FCC
April - 2013 to July - 2013

· MS Word 

Filipino Computer Club - FCC
April - 2013 to July - 2013
· 6th Information Technology

IT Convention & Exposition

February 2001

· STI’s Career Adviser and Front Liner

December 2001
Personal Background:

· Date of Birth
:
22 April 1982
· Marital Status
: 
Single
· Nationality
:
Filipino
Personal References:
· Available upon request
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