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JEMILOU
JEMILOU.369928@2freemail.com 
 


Objectives: To be able to work with a company that fits my interest and skills

           and helps me increase my knowledge and potentials as an employee.

Summary of Qualification:

With almost Seven (7) years’ experience working in food and beverage,
Abroad UAE
With more than Two (2) years experience working in Merchandising,
 Manufacturing exporting ceramics as a Coordinator, Document 

Controller, and Account Leader Assistant, Philippines 

With three (3) years of experience working in food and beverage,

Sale Assistant in Department Store and Office job as a Secretary cum Receptionist, Philippines

With Certification of Achievement in CBTL Barista Competition Dubai 
2008 and International Barista Competition Middle East 2007
EDUCATIONAL BACKGROUND:

Collegiate Level

BACHELOR SCIENCE in ACCOUNTANCY

1998 - 2001

University of the Assumption

City of San Fernando, Pampanga Philippines

COMPUTER TECHNOLOGY

Graduate

System Technology Institute (STI)

Quezon City, Manila Philippines

WORK EXPERIENCE:

March 23 2016 – March 12, 2017
TRAINEE MANAGER






LATTE BISTRO CAFE







Dubai, Abu Dhabi UAE

Job Description: In charge of entire stores and the employees that work within; in charge in general operation of the outlet, making sure its runs smoothly, cleanly and meets any budget or sales goals; planning the daily schedule of employees and the business, coordinating and disciple employees, make sure the store stocked and clean, create and maintain the budgets, coordinating to our operation manager for the reports, Welcomed and assisted guests; Performed suggestive selling leading to an excellent sale of the product; Responsible in taking orders; Served the order promptly leading to altar harmonious relationship and gain patronage from the clients; Received bills/payment and release change and receipts to the guest; delivered the orders promptly in the exact location given by the customers. Motivating the staff and training how to do up selling and how to deal with the costumer and how to maintain good relationship with the costumer; Guiding the staff and support them to make them grow. 
August 5, 2013 – August 30, 2013 
PRODUCT RESEARCH and DEVELOPMENT

(PRD) MONITOR/COORDINATOR
October 1, 2013 – August 24, 2015
ASSISTANT ACCOUNT LEADER






Asia Ceramics Corporation






Philippines

Job Description: Coordinating, Monitoring, Approving and updating the status of all items; Communicating to marketing regarding the shipment date, the needs of the buyer and request regarding the items, communicating to suppliers and inquiring the materials we need; communicating to Production Heads and worker during the mass production will held;  taking photos all items developed by Product Research and Development (PRD) at different stages (greenware, biscuit and glost/finished); Coordinating to the Suppliers for materials needed; Send photo update to Account Leaders and marketing; Assist professional photographers during photo shoot for production of marketing, materials, etc; Dress-up the factory showroom and maintain its readiness for visit of buyers and/or other guest; Organize electronic documents (photos), making sure files are properly stored and easily accessible; ensure safekeeping of documents (e-copy and hard copy); Provide support to Account Leaders by preparing photo list and update during developments for the shows; Organize hard copy of Work Instruction \sheet (WIS) files—indexing, tracking and setting up easy retrieval system; Issue WIS to borrowers and ensure that same is returned at the agreed time; Ensure blank forms of WIS are available; Perform other duties that may assigned from time to time, Claiming and Preparing Petty Cash every week; Motivating the staff workers to make sure that we reach our target for shipment date. 
April 2007 - June 2010

SHIFT-IN-CHARGE, CASHIER






COFFEE BEAN AND TEA LEAF






Dubai, UAE

Job Description: In charge of entire stores and the employees that work within; in charge in general operation of the outlet, making sure its runs smoothly, cleanly and meets any budget or sales goals; planning the daily schedule of employees and the business, coordinating and disciple employees, make sure the store stocked and clean, create and maintain the budgets, coordinating to our operation manager for the reports during weekly and monthly meeting, Training the staff how to do up selling and motivating them.
November 2004 – April 2007
BARISTA cum CASHIER






COFFEE BEAN AND TEA LEAF






Dubai, UAE

Job Description: Welcomed and assisted guests; Performed suggestive selling leading to an excellent sale of the product; Responsible in taking orders; Served the order promptly leading to altar harmonious relationship and gain patronage from the clients; Received bills/payment and release change and receipts to the guest; delivered the orders promptly in the exact location given by the customers. In charge when manager on duty not around.
June 2003 – October 2004
PERSONEL EMPLOYEE
(Secretary cum Receptionist)
OFFICE OF THE MAYOR

Minalin Town Hall, Pampanga Philippines

Job Description: Managed front office function to support Mayor and employees; Receiving employees and visitors at office and responsible for their log on and out; Verify written information against existing records and make basic arithmetical calculation (eq. receipts, expenses etc.); Inspect various records for completeness and accuracy, arrange files a variety of materials; Open sort and route incoming mail and prepare outgoing mail; Answer telephone; Make an appointment within prescribe schedules, act as office receptionist; Perform other related duties incidental to the work described herein.

November 2002 – May 2003
BARISTA cum SALES ASSISTANCE

LIKHA DIWA SA GULOD

Arts, Craft and Coffee Shop

Quezon City, Manila Philippines

Job Descriptions: Responsible for the daily monitoring of sales and for the inventory of the products on daily and monthly basis; Assisted customers, giving necessary advice for the right products suitable for them. Take charge of cash registered machine and for the updated list of the products on stocks; Executed the daily monitoring of sales to determines the fast moving products for the future order.

April 2002- October 2002

SALES ASSISTANCE cum CASHIER

CIRCUIT CITY

SM Edsa, Quezon City, Manila Philippines

Job Descriptions: Welcomed the guest with a smile; Assist the needs of costumer & demonstrate products if necessary; Monitor and replace products whenever needed; Telemarketing for the shop promotions; Maintaining the good relationship to the costumer; Received bills/payment and release change and receipts to the guest; Report daily/weekly sales; Welcome the costumer courteously; Introduce products which are not familiar to the customers;.

PERSONAL INFORMATION:

Gender:
Female 





Height:
5’2”

Nationality:
Filipino 





Birth Date:
November 21, 1981

Visa:

Employment Visa
�








