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BENJIE P. CADIENTE
Location:        Abu Dhabi, UAE                                                                                      
	PROFESSIONAL WORKING EXPERIENCES


March 2013 – January 30, 2017
Administrator




Yas Mall, Abu Dhabi
· Daily physical verification of safe contents.

· Checking and preparing sales deposits in daily basis.
· Assisting managers, supervisors and staffs on their queries.
· Provides comprehensive administrative support for the store.

· Answering telephone in a timely polite manner resolving general store inquiries where possible.

· Responding to store mails inquiries.

· Manage the filing, storage and security of documents.

· Clearing out restaurants servers. (Daily accountability for servers and cashiers)
· Responsible for checking each invoices for accuracy and maintaining invoice booking through Gold System in daily basis.
· Worked closely with the receiver’s staff to make sure that orders were shipped on time and accurately.

· Responsible for validating and running weekly and monthly inventory report to maintain our Purchases, Wastages and Usages budget and expenses.
· Responsible to make the P&L Report (Profit and Loss) assisted and validated by the General Manager.

· Raising APL-PDA (Approved Product List) request.
· Inputs staffs’ meal wastage of store.
· Collate payroll information on the system (MYAEP).
· Entering daily attendance on the system MYAEP and other information (such as vacation leave, sick leave, leave of absence, etc.) that impacts pay and attendance records. 

· Maintains separate logs on vacation, leave entitlements and changes employee information.

· Prepares final attendance and Employee Clearance for resign and absconding staff.

· Validate and compute monthly tips share of the staffs.

June 2012 – February 2013

Senior Server





(Designated Trainer)






M.H Alshaya Trading Co., LLC






The Cheesecake Factory






The Dubai Mall, UAE
· To demonstrate respect to management and staff while addressing them.

· Help to ensure the smooth running of all guests’ requirements and Standards of Service are maintained at all times.

· To ensure that the cleanliness and organization of the team are within the management.
· To ensure that all the elements are present in order to secure a smooth and efficient service.

· To keep a high Standard of personal hygiene and appearance.

· To approach guests in the correct manners.

· To train new waiting staff.
· To attend briefings and department meetings.

· Act in accordance with fire, health and safety regulations and follow the correct procedures when the situation arises.

· To see through and to completion opening and closing procedures.

· To carry out additional tasks as instructed and by reasonable request from the senior team.

October 2010 – April 2012

Cashier/ Customer Services





Fish Corner Restaurant (Hospitality Treat)





Qanat Al Qasba – Sharjah, UAE

June 2006 – February 2010

Office/ Accounts Staff

Commander Group of Companies 

Commander Security Services Inc.






Manila, Philippines
Assistant Payroll Officer -
· Encoding all the number of duties in each guard into the payroll system.

· Prepares the distribution and disbursement of wages and salaries to all employees.

· Computes employees’ benefits like SSS, Medical, Pag-Ibig and withholding tax on Compensation.

· Releasing of Cash/ ATM Payroll to employees.


· Answering all questions and concerns in each guard.

Logistic Officer -

· Maintain the record of Inventories for Equipments, Paraphernalias, Office Supplies, Radio Equipments, Transportation Equipments as well as the Firearms purchases.

· Issuance of equipments, office supplies, uniforms, radios, vehicle and firearms to clients. 
· Control the In and Out Inventory of property, Plant and Equipment of the company.
· Manage the purchases list of the company as well as the supplier’s name.

	SKILLS, TRAITS & INTERESTS


Very strong computer software skills, able to follow complex instructions, excellent eye for detail, able to work independently or as part of a team, excellent communication skills, accountable for work performed, able to work any shift, highly analytical & organized.
	EDUCATIONAL BACKGROUND


2004 - 2005


Diploma in Computer Science (Office Work)




CRISPA Learning Center Dumaguete City

2000 - 2003


Bachelor of Science in Commerce (3years Degree)




Negros Oriental State University Campus II Bais City
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