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Email address:
Jerald.368827@2freemail.com 
Personal Information:

DOB & Place: 
July 12,1982
Romblon, Philippines
Passport Details:
DOI – 06/04/2017
DOE – 05/04/2022 
Visa Status: 
Residence 

Nationality: 
Filipino
Language:

English, Tagalog, Arabic
EDUCATION:
College:
Capiz Institute of Electronics (CIE)
Computer Technician
Majoring in Computer Hardware/Software
SPECIAL SKILLS:
Microsoft Office Applications, Networking, PC Trouble shooting, Software Upgrading, 
MS Dos, Microsoft Office, etc.

TRAININGS & SEMINARS:
►Bytes Café Training for    240hrs
►Cross Training Cold Kitchen as Chef June to July 2012 (Abu Dhabi Golf Club)
► Essential Food Safety 
Training Certificate 

DOI – 06/15/2012

DOE – 06/14/2017
Employment Certificate:
Cintro Rotana Hotel

Employment Certificate 

Abu Dhabi Golf Club


	Competency Summary:
· Responsible for the day-to-day duties of managing a Banking/Finance branch. Oversees the sales, operations, and business development within the branch, including profits and productivity.

EXPERIENCES: 
· Sales Executive
· Costumer Service Representative
· Senior Bartender
· Document Controller
ESPECIAL SKILLS: 
· Knowledgeable in meeting, anticipating and later providing high quality service to the costumers.

· Knowledge how to sale the product if what we have in company. 

· Adaptability as par the personalities and need of the costumers.

· Welcoming and caring attitude towards costumer service.

· Knowledgeable how to convince the client.
· Follow the Standard Operating Procedure.
· Understanding of the regulations in Company.
· Focusing on new age technology and investing heavily to transform its technology capabilities through the introduction of leading edge.
· Expansion to new customer segments, new product offerings as well as geographic expansion.

· Knowledge and understanding of general banking procedures.
Career History
REEM FINANCE PJSC,                                               March 01 – May 01 2017                                 
Bainuna st., Al Bateen Tower C2

Office Number: 026918400

P.O. Box 111422

Sales Executive 
PRIMARY RESPONSIBILITIES:

· Provide excellent service to the customers.

· Bring in new customers and boosts profits.

· Handling the product of Labor Guarantee and Fix Deposit.
· Persuasiveness, Courageous and Good Selling Skills.

· Ability to work under severe time pressure and yet exhibit error-free work and achieve set targets and service standards.

· Perform as key contact point for portfolio of clients dealing with routine matters throughout range of services and products.
· Responsible for ensuring that the sales strategy is in line with compliance policies with regards to operational, financial and regulatory risks.

· Develop and maintain professional understanding of customer base to assist Banker deepening current relationships.
· Ensure to alert Banking/Finance with respect to any delays along with potential issues.
· Provide securities details, quotes and valuations to customers.
· Initiate apt activities to ensure on time and scheduled response to customers.
DUNIA FINANCE LLC,                                                 May 30, 2015 to Feb. 2017
Passport Road Branch,

Office Number: 02-6228372
P.O. Box 4452
Relationship Officer (Sales)
PRIMARY RESPONSIBILITIES:

· Support to open and link new accounts on One Source.
· Provide excellent service to the customers.
· To achieve or exceed monthly sales targets.
· Supervise activities of the branch.

· Bring in new customers and boosts profits.

· Maintain effective business relationship with customers.
· To ensure submission of all records/documents with accuracy.
· Handling customer complaints.

· Market and publicize new and existing products and services introduced by the bank/finance.

· Follow all banking/finance polices as determined by the board of directors or owners of the bank.

· Continuously list more and more companies in the target market list.

· Responsible for ensuring that the sales strategy is in line with compliance policies with regards to operational, financial and regulatory risks.

· Persuasiveness, Courageous and Good Selling Skills.

· Ability to work under severe time pressure and yet exhibit error-free work and achieve set targets and service standards.
ABU DHABI GOLF CLUB                                                 Dec. 21, 2011-March 21,2015 Khalifa St., Abu Dhabi, U.A.E.
P.O. Box 51234
Senior Bartender (F&B)
PRIMARY RESPONSIBILITIES:

· Preparing and serving drinks to costumer following the receipt set.
· Preparing cocktails and mixing ingredients.

· To demonstrate pride in the work place and personal appearance at all times when representing the hotel thus identifying a high level of commitment.

· Maintaining the liquor supplies and ordering for them when needed.  
· Arranging display with bottles and glasses for smart looking bar counter.
· Handling cash and returning the change to the costumer.
· Cleaning and hygienically maintaining the bar and its various equipment’s. 
ROTANA HOTEL                                                                                    May to Nov.  2011
Centro Rotana, Yas Hotel
Yas Island  Abu Dhabi, U.A.E.
Bartender (F&B)
PRIMARY RESPONSIBILITIES:

· To treat guest and colleagues in a polite and courteous manner.

· To do all jobs assigned by the Head Waiter or Manager.
· To serve Food & Beverage according to the high quality standards appropriate for the type of function.

· To demonstrate pride in the work place and personal appearance at all times when representing the hotel thus identifying a high level of commitment.

· Deliver entrees within 15 minutes of ordering.

· Merchandise entrees by name, repeat order and ring it correctly.

· Set-up stations and tables according to set standards.
· Check back within 3 minutes of receiving order to ensure satisfaction and attend to any Guest’s needs.
DEVELOPMENT ENTERPRISES COMPANY                April 21, 2008 – April 21, 2011
Palm Jumeirah, Dubai UAE
Project name: 2 reverse osmosis sea desalination plant
Document Controller cum Admin
PRIMARY RESPONSIBILITIES:
· Responsible for coordinating with all departments of the company in order to assure that all documents are kept in the right place and in the right department file archive.
· Proper document keeping and communicating with other departments regarding documents and files.
· Submitting documents before the given deadline in order to avoid jeopardizing.
· To perform regular audit on corporate documents in order to ensure that all documents are properly submitted to other departments.
· To ensure that all corporate documents are well checked and submitted on time prior to the documents submission due date.
· Responsible for file validation and document controlling.
· Ensures that all documents have no errors in filenames, submissions, etc before submitting it to the nest department to avoid confusion.
TRAVEL WIDE WYAN (Saudi Arabian Airlines)      January  2007 – April 2008
Travel Wide Bldg., Mapua Street

Makati City Philippines
Documentation Specialist / MIS Department
PRIMARY RESPONSIBILITIES:
· Responsible for storage, cataloging and retrieval of documents.
· Maintain the integrity of working documents and update documentation when revised.
· Responsible for document security, for assigning access, and for removing and destroying obsolete documents.
· PC Installation, Networking, Trouble Shooting, and Windows Upgrading.

· Responsible for storing data and records for document retrieval and archives.
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