CARMELA 
Carmela.32340@2freemail.com
[image: image1.jpg]



Career Objective: 

Joining an organization which is challenging & in long term employment basis 

                              And made myself useful in a very short time with the best of my knowledge,

      
               Ability and sincerity to the job.


Work Experience:

Right Bite Nutrition & Catering Services

Al Quoz Industrial 2


                                   -     Telesales Operator / Call Center 

DUBAI, UAE








Agent / Encoder

Sept 9 2013 – Up to present

Subway Sandwich Store



                    ​-     Store Manager


 Wilshire Foods DMCC

    ABUDHABI UAE

 Feb 7, 2008 – 17th Feb 2013 


           
 
  Amassi International 




     -     Guest Relation Server 
  Cuisine, Coffee & Lounge

  ABUDHABI UAE

  Oct 2004 – Aug 2006

 Sheraton Resort & Tower

 Milan Souvenirs, Books & Perfumes Gift Shop
                    -     Sales Executive cum Cashier

 ABUDHABI UAE

 July – Sept 2004

R.Garcia Jewelry Engraver



     -     Sales Executive 

Sampaloc,Espana Manila

PHILIPPINES

Aug 2003 -Jan 2004

Pars Palace Iranian Restaurant



     -     Waitress cum

ABUDHABI UAE




            Cashier

Sept 2002 –Aug 2003

Trainings & Seminars:

· Managers Subway Worldwide Training Program

        Dubai Internet City

 Holiday Inn DUBAI UAE

· Food Safety Training

       Essential Food Safety Training RMK

               UAE ABUDHABI

· Food Safety Seminar

     ST. JUDE COLLEGE

        PHILIPPINES

· Safety Handling Tips

World Trade Center

PHILIPPINES

· Attend Annually

Chefs on Parade

World Trade Center

PHILIPPINES

· Certification Of Subway Worldwide Store In Charge

Subway Level 1 and 2

UAE ABUDHABI

· Business Application Software

Certificate Course

AMA Computer Learning Center

PHILIPPINES

· Certification Of  Nursing Attendant

(OJT Program}

NATIONAL ORTHOPEDIC HOSPITAL

PHILIPPINES

Skills:

· Computer Literate (Proficient in MS EXCEL / MS WORD / POWER POINT/ MICROSOFT BASED and OUTLOOK, EMAIL, INTERNET)

· Team player

· Good customer service skills

· Fast learner and able to work Independently

· Flexible and able to work under pressure

· Fluency in English and Tagalog and Basic Arabic

Educational Attainment:      

                GRADUATE of CAREGIVER Course 

                NOV 2006 – MAY 2007
                Skill Power Institute

                Agham rd.,Diliman Quezon City

                PHILIPPINES 

                College ( 1996 – 1998 )


(B.S Hotel & Restaurant Management)


St. Jude College & Hospital


Dimasalang St, cor Don Quijote St.


Sampaloc  Manila 

               PHILIPPINES.

Personal Qualification:        

Can relate to different type of people, willing to learn

New things and concepts related to the job, can work 

Independently, presentable and hard working person.

Basic knowledge in windows application & programs.

Clubs & Organization:

· HRM society 

· Management Club 

· CHURCH Choir Member Of Marian Youth Movement 

· FILINVEST REAL ESTATE DUBAI (Sept 2014 ONWARDS)

· TFD Food Cart INVESTMENT DUBAI (June 2015 ONWARDS)
Personal Information:

              NAME 
 
        :   Carmela
               PLACE OF BIRTH    :   Manila

               NATIONALITY
        :   Filipino

               RELIGION
        :   Catholic

               CIVIL STATUS
        :    Married

               HEIGHT
        :    5’2ft

               WEIGHT
        :    65kls

Character reference would be provided upon request.

I certified that the above items are true and correct to the best of my knowledge.
                                                                                                       ______________________ 









    Carmela
Duties And Responsibilities

Telesales Person:

· Deliver prepared sales talks, reading and describe products, in order to persuade potential customers to purchase a product.
· Obtain customer information such as name, address, and payment method, and enter orders into computers.
· Explain products, services and prices, and answer customers’ question.
· Greet the customer over the phone listen carefully for what they order or ask for.
· Repeat their orders as well as the location / Landmarks and details.
· Acknowledge them if their regular customer to let them feel happy.
· Offer promotions, discounts, and meal packages.
· Promote the bestseller products.
· Suggest more to get the attention of all products in the menu.
Subway Sandwich Store Manager:

· Train and evaluate trainees.
· Check the flow of the store time to time.
· Handling inventory, purchase items and perform sales report.
· Assist the customer with their demands, suggestions and complaints.
· Communicate with the Area Manager regarding Sales, Employees and other work related.
· Understands and adheres to all quality, formulas and procedures as outlined in the Operational Manual.
· Demonstrate a complete understanding of menu items and explains it to guests accurately. Exhibits a cheerful and helpful manner when dealing with guests.
· Checks products in sandwich unit area and restocks items to ensure as sufficient supply throughout the shift.
· Accounts for all forms of money, bread, complimentary coupons/Vouchers during shift.
· Understands and adheres to proper food Handling, Safety and Sanitization standards while preparing food, serving food, and clean up.
· Handling sales and Daily deposit in bank, Perform Control Sheets including Inventory and deliveries sheets.
International Lounge Guest Relation Server:

· Oversees the servers and helps to make sure that everything flows well.

· Supervise the activities in the dining area.

· Handling trainee to be train, Manage scheduling the staff .

· Escort the guest in which area they preferred smoking and non-smoking area,

· Greet and welcoming the guests with the wide smile let them feel at home.

· Handling sales during the duty hours and deposit in bank.

· Conduct events, parties, as guest requested.

· Taking orders over the phone for deliveries and pick up orders.

Sheraton Hotel Sales Person:
· Provide good customers service by maintaining a friendly environment.

· Have good knowledge of all the products available in the store. 

· Maintain accurate records of the sale of goods and services, without any errors. 

· Be a medium of communication between the customer and the management.

· Receive the amount of purchase in form of cash, credit cards, and vouchers, at the end of the day And calculate the total Sales. 

· Resolve the complaints of the customer, if any. Make sure that enough cash is available at the counter, for paying the balance to the customer.
Jewelries Sales Person:

· Maintain sales record for the inventory control.
· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customers.
· Discuss type, quality and quantity.
· Maintain an awareness of all promotions and advertisements.
· Show the variety catalogue and designs according to category.
Waitress cum Cashier:

· Assisting the customer for taking orders, Offer the menu keep an eye until they get ready to order.

· Provide good customer service for keeping them suggest the variety food we offer.

· Attend the phone calls for deliveries.

· Assisting for cleaning duties during shift.

· Handling Sales report and Daily Sales deposit.

[image: image2.png]



