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marilou 
marilou.328889@2freemail.com 
Career Objective:

To obtain a challenging position that allows me to utilize my current skills to assist in advancing a business that offers a stable employment opportunity. I am also eager to learn new skills and business and technological advancements.
Educational Background:
Tertiary Education
2009 – 2013

:
Bachelor of Science in Business Administration Major in Marketing
            ABE International Business College, Las Piñas Campus


         RCS Bldg. Alabang-Zapote Road, Pamplona, Las Piñas City
Personal Background:
DATE OF BIRTH
:
23 May 1993


PLACE OF BIRTH
:
Manila


RELIGION

:
Roman Catholic 

GENDER

:
Female

HEIGHT

:
5’0
WEIGHT

:
90 lbs.

CIVIL STATUS
:
Single
NATIONALITY
:
Filipino

LANGUAGES
:
English, Filipino
Seminar Attended:
• 2nd Annual conference of advertising and marketing 
students of the Philippines
The Rise of Digital Media

• Business Ethics: 
Foundation towards Successful Entrepreneurship

• JobStreet.com Career congress ’12 (LEVEL UP)
Preparing our Future Workforce Leader
Work Experience:

Office Assistant
February 2013- February 2014                            Caloocan Bearing & Parts Corporation

  #17 Sta. Rita Village, Sucat Paranaque City
Duties and Responsibilities:
· Answering and Receiving phone calls
· Filing of documents
· Receiving of Invoice counter
· Works of daily errands, that include handling communications with post office, bank, etc and providing stationary, staples etc.

· Sending faxes in matters related to the office jobs and related works.

· Filling documents as per the requirement of the office managers or updating files and registers related to attendance and work of the staff.

· Entering Data and loading other necessary information into the software programs.

· Making copies of the documents, as assigned by the office managers and also according to the needs of the office.
· Monitoring the order supplies related to the office.

· Distributing the incoming mails to the respective staff.

· Maintaining and organizing the paper and electronic documents. Storing them properly for future reference.
· Transferring phone calls to specific person needed.
WAITRESS 
May 2014 to June 2016



Tanzeem Restaurant Management

Al Markaziya Al Jazeera Tower, Near Commercial Bank of Dubai, Corniche Road, Al Markaziya, Abu Dhabi.

Duties and Responsibilities:

· Greet customers and seat them according to their preferences
·  Offer welcome drinks and beverages
·  Fill water glasses and refill beverages
·  Offer appetizers and alcoholic drinks
·  Take orders and provide information about menu items
·  Suggest menu items when requested by the customer
·  Relay patrons’ orders to the kitchen
·  Ensure that the order is prepared according to the menu
·  Ensure order quality and quantity prior to serving
·  Serve meals and side dishes
·  Deliver food carts to designated areas
·  Ensure that continued service is managed during the course of the meal
·  Keep a constant eye on the table to gauge needs and fulfill them immediately
·  Total customers’ check and take it to them
·  Accept payment in cash and credit card
·  Clear table and clean table tops
·  Change table cloths and clear dishes and flatware
·  Carry dishes and flatware to the kitchen
·  Ensure that all tables replenished with eating dishes
· Collect menus at the end of the shift
RECEPTIONIST

June 2016 up to date




Jolie Femme Beauty Center

AL Nahyan Camp. Muroor Rd. Same bldg.Huff Puff Burger, Abu Dhabi UAE.

Duties and Responsibilities:

· Filing of Monthly Report
· Sending daily income/Monthly Expenses
· Checking the stocks and salon use
· Answering phone calls
· Greetings Customer coming
· Post Offers and Discounts Online
· Making Salary for the staff
· Maintaining and organizing the paper and electronic documents. Storing them properly for future reference.
Character Reference:

Available upon request

I hereby certify that the above statement is true and correct.
Certified true and correct:
____________________

