Kimberly.354911@2freemail.com
OBJECTIVE

To put into use the knowledge and skills I have gained thus contributing to the growth of the company.

EDUCATIONAL ATTAINMENT

College

2006-2010       

Bachelor of Science in International Relations 

Major in International Trade

Lyceum of the Philippines University

Intramuros, Manila

WORK EXPERIENCE

August - October 2016

Supervisor

Marco Pierre White Steakhouse and Grill




Fairmont Bab Al Bahr, Abu Dhabi, United Arab Emirates

· Leads the restaurant effectively specially in the absence of a Manager

· Assigning tasks delegating duties with the team members

· Assists with labor management cost

· Maintain positive work environment both for guests and employees

· Able to address and resolve guests complaint

· Lead the training, motivating and retaining of personnel

· Utilize computer to accurately charge customers, create forecast and revenue reports and write correspondence. 

· Ensure that all standards and hotel cash handling procedures are met.

· Maintain cleanliness of all outlets on a daily basis. 

· Work closely with the Restaurant Manager, Executive Assistant Manager, Food & Beverage and Director of Finance in monthly beverage inventory and quarterly china/glass/silver/linen inventory. 

October 2013- September 2016
Hostess




Marco Pierre White Steakhouse and Grill




Fairmont Bab Al Bahr, Abu Dhabi, United Arab Emirates

· Greet guests and patrons personally and over the telephone

· Offer appropriate seating arrangements

· Ensure the quantity of menus is sufficient to cater to the number of guests
· Ensure the restaurant is ready to receive members prior to opening and that

both wait staff and tables are ready in line with opening standards

· Ensure restaurant operating equipment is clean and in working order

· Administrative duties such as printing of menu, proper documentation of important files

and ensuring all records are updated.

· Assist Servers by taking orders and serving food and beverage orders

July 2010- July 2013           Client Service Associate/2




Banco De Oro Universal Bank, Inc.




P. Faura corner A. Mabini st., Ermita, Manila

Cash Services:


             General Services:
· Accepts cash and checks deposits


· Administers cash withdrawals and

· Check encashments














· Process bills and loan payments

· Organizes bank statements and checkbooks

· Prepares Manager’s check, bank certification and demand draft

· Processes fund transfers and stop payment order

· Process telegraphic transfer and remittances

· Deals with buying and selling of foreign currency

TRAININGS AND SEMINARS


· July 24-27 2016
Wine and Spirit Education Trust

· March 2016
Service Recovery Training

· May 2014       Essential Food Safety Training (with certificate valid until 2019)

· December 2013
French Wines Training

· February 2013 
Marketing & General Services

· July 2010
Signature Verification



Counterfeit Detection Currency Redemption



Anti-money Laundering 101



Cash Services

· July 17, 2009
Starting and Managing your Own Business

· May 2009
On the job training: Center for International trade Expositions and Missions

SKILLS

· PC operation (windows: word, excel, power point) Internet navigation,AS400, Restaurant Diary and OPERA

· Able to communicate in English and Filipino fluently

PERSONAL BACKGROUND

Age: 
29

Birthday: 
March 14, 1988

Birthplace: Minalin, Pampanga

Sex: 
  Female

Status: 
  Single

Citizenship:  Filipino

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

