JAMAICA 

Jamaica.360332@2freemail.com

PERSONAL PROFILE:
I would describe myself as a well presented,hard working individual who thrives at the chance of learning new skills. Having worked in restaurants for almost three years, I have gained excellent communication skills and enjoy working in public. Working with colleagues and customers in stressful environment has helped me build my confidence as a person and hopefully will carry on so, I am also willing to take on any training necessary to enable me to carry out my work well.
· Positive work attitude

· Interpersonal skills

· Excellent Time Management

· Excellent Typing Skill – 30 wpm

· Knowledgeable in MS applications

EDUCATIONAL BACKGROUND
College
Bachelor of Science in Commerce Major in Management Accounting (2006-2010) – Graduated

University of Cebu – Sanciangko St., Cebu City, Philippines

WORKING EXPERIENCE:
Papa John’s Pizza – Jawad Business Group
Trainee Restaurant Shift Manager

March 6, 2014 – April 6, 2017
Dubai, United Arab Emirates

Duties and Responsibilities

· Supervise shifts in the operation of Papa Johns restaurant to ensure high quality products and customer service are delivered to ensure restaurant profitability. Other responsibilities include the management of operation including the execution of all Company policies, procedures and system.

· Perform assigned workstation duties, including taking orders, providing quality customer service through positive and professional interaction with customers, and acting with a sense of urgency in everything we do.

· Work as a team, enhance the company’s image by complying uniform and appearance standard.

· Accurately use the Profit System, process cash, check and/or credit card transactions. Support sales effort by suggestively selling to increase the check average when taking an order. Protect the company’s assets by maintaining organized, safe and clean work areas; comply with safety and security standard at all time.
Accenture
Data Analyst

March 4, 2013 - March 1, 2014

Cebu City, Philippines

Duties and Responsibilities

· Perform data entry and research in various systems and tracking tools. Apply knowledge of processes and related systems to assist in identifying, assessing and resolving issues/problems. Assess and resolve non-standard and standard issues or problems, Seek advice and escalate issues when faced with task/problems outside the scope of work.

· Responsible for the completion of straightforward and stand-alone tasks with possible high-volume transactions following predefines procedures. More specifically, the primary role is to review completeness and accuracy of insurance claims to ensure that healthcare policy guidelines are followed prior to authorizing payment or filling a request for a medical review.

Accenture
Data Entry Clerk

November 5, 2012 – February 4, 2013

Cebu City Philippines

Duties and Responsibilities

· Discuss pre-employment requirements to newly hired candidates.

· Collect and follow up requirements

· Upload and Encode details to the system.

Orient Asia Lending, Inc.
Documentation Clerk

November 18, 2010 – October 31, 2012

Cebu City Philippines

Duties and Responsibilities

· Entertain inquiries about loans from customers.

· Received loan applications from customers.

· Kept all the documents of the clients.

Skyliner Services Corporation
Accounting Staff (Working Scholar)

July 3, 2006 – May 5, 2010

Cebu City, Philippines

Duties and Responsibilities

· Account Receivable Monitoring

· Send Billing Statements to sub agents

· Encode daily ticket sales

TRAININGS AND SEMINARS ATTENDED
PIC LEVEL – 3 

October 3, 2016

AAPT Quality and Food Safety Cosultancy
