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ROSELLE D. JACOB

                                                                                                                                                                 
PROFILE













More than 10 years of experience in the fields of Secretary, Receptionist, Admin Staff , Office Clerk with record proven of productivity, quality and effectivity. 3 and half years in the Food Industry. I am trustworthy, reliable individual with a positive working attitude. Fluent in English and basic Arabic language. Im self-motivated striving for excellence, adept in building relationship with diverse range or customers, co- workers and management. Can work under pressure, sincere to achieve goals and target of organization.
OBJECTIVES



To obtain a professional position in the organization that can offer me a challenging career, where my service will help to achieving the company goals and gain more knowledge and skills.

EDUCATION



1998- 2002


  WEST BAY COLLEGE- Ilaya Alabang, Muntinlupa City, Philippines





   Bachelor of Science in Hotel and Restaurant Management





   Attested Certification

PROFESSIONAL EXPERIENCE



 January 7, 2004 – January 10, 2010
Sharjah – United Arab Emirates



  July 22, 2012 -   PRESENT
  

SECRETARY / OFFICE ADMINISTRATOR

* Provides secretarial, administrative and clerical support to management and other staff

* Prepares and send outgoing faxes, mail, and courier parcels.
* Forwards incoming general e-mails to the appropriate staff member 

* Answers general phone inquiries using a professional and courteous manner.

* Greet clients/suppliers/visitors to the organization in a professional and friendly manner

* Performs data entry and scan documents. 
* Organizing and storing paperwork, documents and computer-based information.

* Hunts and source out qualified manpower (skilled and unskilled workers) Made ready for immediate 

   Employment.
* Maintain and file applicant information.
* In-charge in recruitment process for housemaid and assist in resolving any administrative and 
   Workers problem.
* In-charge in preparing invoices and closing accounts reports.
* Purchase, receive and store the office supplies ensuring that basic supplies are always available
* Negotiates with the travel agency with regards to booking schedule of skilled and unskilled workers and 

   Personal booking of the Manager

* Dealing with the clients;  UAE National and other nationalities.

GARDEN COTTAGE CAFE 

            - July 2011 – April 2012

Brunei Darussalam

CASHIER:
· Receives payments and presents change to customers

· Functions as the hostess of the restaurant

· Make Reservation for the customers

· Receives food checks from waiters or customers.

· Appeal to impatient or irritated customers especially during rush hours.

· Manage the register, including all credit card and cash operations

· Ensure a balance of the register at the end of the shift.

WAITRESS:

· Greets guest and escort them to their table.

· Present menus to the customers and answer questions about menu items. Making recommendations upon request. Inform guest about the special items for the day and menu changes.
· Explain how various menu items are prepared, describing ingredients and cooking methods.

· Serve food and beverages to the customers and prepare specialty dishes at tables as required.

· Checks with the customers to ensure that they are enjoying their meals and take action to correct any problems.

· Collect payments from customers.

· Clean tables after customers have finished dining.

HR PERSONNEL:
· Monitoring staff performance and attendance.

· Administering payroll and maintaining employee records.
· Preparing job adverts, checking applications forms, shortlisting, interviewing and selecting candidates.

· Presenting monthly reports to the owner such as bar and kitchen inventories, supplies and presenting the monthly income and expenses of the Restaurant.

· Plans menus by consulting with chefs; estimates food costs and profits.
SUGA-SHUSHI BAR 



   - January 2, 2002 – January 2, 2004

RECEPTIONIST/ CASHIER/WAITRESS

Las Pińas City, Philippines

*Attending customer’s calls with regards to their orders.

*Placing an order and forwarded to the personnel in charge.

*Arranging weekly orders to the suppliers.

*Provided and Assist the needs of the customers.

*Accepting payment and handling cash register

*Preparing daily report on cash and depositing cash on hand to the bank.

*Responsible for Monthly Report such as office stocks food supplies   and Kitchen equipments.


TRAINING EXPERIENCE



November 2000



DIPLOMATIC





Doha, Qatar






Housekeeping and F&B Department





April - May 1999
WG & A Super Ferry 12

Manila- Cebu


House Keeping and F&B Department 

October- December 1999

Okasan Japanese Restaurant





Madrigal, Ayala Alabang






Waitress (On the Job Training)



SEMINARS ATTENDED



September 2001
Food and Beverage, Front Office, House keeping and Customers Service Seminars

September 2000



Seminars and Training of F&B and House Keeping Techniques






College Saint Benilde, Della Salle University- Manila

June 1998
Global Marketing Trends in Food Service, Hospitality and Tourism        Industry                                
SKILLS



* Proficient usage of Internet explorer

* Knowledge in Microsoft Office (word- excel)     

* Good communication with telephone, and Interpersonal skills.

LANGUAGE

English 

Good




Arabic

Basic

INTEREST



* Working for long hours and team work

* Target achieving personality

* Dependable, Discipline and Honest


* Have sincere to achieve goals

PERSONAL DETAIL

Birth date:
9th October 1981     Marital Status:    Single   
                  Nationality:    Filipino

Visa Status : 
Transferrable             Notice Period : Immediately
1

