[image: image1.jpg]



RICHELLE 

Mobile: C/o 971503718643
Email: richelle.377002@2freemail.com 
Visa: Tourist Visa

WORK EXPERIENCE:

Company:
SPINNEYS ABU DHABI LLC
Department:
Catering Services
Location:
Spinneys Head Office

Dubai, United Arab Emirates

Position:
Office Girl/Tea Girl


May 22, 2016 up to March 30, 2017

Job Summary:

· Serving coffee, tea, and other beverages to the directors, managers and visitors

· To maintain the cleanliness of the pantry

· To answered phone calls if needed

· To do inventory for stationary and pantry supplies

· To purchase pantry supplies

· Filling documents as per the requirement of the office managers or updating files and registers related to attendance and work of the staff.

· Making copies of the documents, as assigned by the office managers and also according to the needs of the office

· Answering and receiving phone calls.

· Maintaining and organizing the paper and electronic documents. Storing them properly for future reference.

· Assisting the concerned authorities in matters related to preparation of annual reports, files, weekly reports.

· Distribution of incoming & out-going correspondence.
Company:
SPINNEYS ABU DHABI LLC
Department:
Catering Services
Location:
Al Seer Group LLC

Dubai, United Arab Emirates

Position:
Waitress/Tea Girl


October 01, 2013 up to May 21, 2016

Job Summary:

· Serving coffee, tea, and other beverages to the directors, managers and visitors

· To maintain the cleanliness of the pantry

· To answered phone calls if needed

· To do inventory for stationary and pantry supplies

· To purchase pantry supplies

Company:
SPINNEYS ABU DHABI LLC
Department:
Catering Services
Location:
Abu Dhabi Food Control Authority (ADFCA)

Abu Dhabi, United Arab Emirates

Position:
Waitress/Tea Girl


July 09, 2013 up to September 30, 2013

Job Summary:

· Serving coffee, tea, and other beverages to the directors, managers and visitors

· To maintain the cleanliness of the pantry

· To answered phone calls if needed

· To do inventory for stationary and pantry supplies

· To purchase pantry supplies

Company:
SPINNEYS ABU DHABI LLC
Department:
Catering Services
Location:
Higher Colleges of Technology

Baynounah, Madinat Zayed, Abu Dhabi, United Arab Emirates
Position:
Waitress


May 22, 2012 up to July 08, 2013

Job Summary:

· Wait on customer.

· Serve drinks, water, coffee, and tea to customers at appropriate times.

· Assist with picking up dirty dishes, silverware, and glassware during and after meals.

· Place in bus tubs and deliver to assigned dish washing area in kitchen.

· Maintain cleanliness of assigned station: bus tables, wipe tables and chairs, pick up trash, etc.
· Clean and sanitize bus carts nightly.
· Complete opening, running, and closing side duties completely.
· Keep ice stations filled, silverware polished and rolled, and glasses and dishes stocked.
· Stock/restock supplies (e.g., cups, glasses, silverware, coffee, napkins, etc.) at service station.
Company:
LOCAL GOVERNMENT UNIT OF GERONA
Department:
Municipal Planning and Development Office (MPDO)
Position:
Clerk/PESO Staff


Poblacion 3, Gerona, Tarlac Philippines



February 2009 to May 2012

Job Summary:

· Process and issues permit for zoning certification, development permit and decision on zoning.

· Prepares and updates Local Governance Performance Management System (LGPMS)

· Keeps and maintains records and office files

· Attending telephone inquiries.

· Assist the Public Employment Service Office (PESO) Officer in all PESO activities; job facilitations and job placements; makes accomplishment reports.

Company:
INTERNATIONAL WIRING SYSTEMS (PHILS.) CORPORATION
Department:
Honda
Position:
Assembly Line Operator


Luisita Industrial Park



San Miguel, Tarlac Philippines



May 2007 to December 2008

Job Summary:

· Planning and organizing the assembly line process carefully to ensure proper assembly of products and to save time. 

· Performing repetitive tasks like assembling parts together and connecting sub-assemblies to massive product. 

· Determining conditions hindering course of work on assembly line.

· Notifying correct action needed to the responsible personnel and informing workers of instructions of supervisor. 

· Notifying supervisor of defective parts, equipment, tools, materials, nonstandard assembly work or other conditions, which hinder assembly process. 

· Notifying supervisor regarding excessive number of defective or damaged parts, and requesting replacement deliver of standard parts. 

· Participating in group meetings in order to exchange any job related information.

· Ensure cleanliness and orderliness to have a safe working area.
Company:
GLORIA’S CATERING SERVICES
Position:
Waitress


Poblacion 1, Gerona, Tarlac



October 2004 to December 2006

Job Summary:

· Serve drinks, water to customers at appropriate times.

· Refill beverages as needed.

· Assist with picking up dirty dishes, silverware, and glassware during and after meals.

· Place in bus tubs and deliver to assigned dish washing area in kitchen.

· Maintain cleanliness of assigned station: bus tables, wipe tables and chairs, pick up trash, clean ashtrays, etc.
· Complete opening, running, and closing side duties completely.
· Keep ice stations filled, silverware polished and rolled, and glasses and dishes stocked.
· Stock/restock supplies (e.g., cups, glasses, silverware, coffee, napkins, etc.) at service station.
· Assist with maintaining cleanliness/appearance of buffet as needed.
Company:
INTERNATIONAL WIRING SYSTEMS (PHILS.) CORPORATION
Department:
Honda
Position:
Assembly Line Operator



Luisita Industrial Park



San Miguel, Tarlac Philippines



January 2004 to June 2004

Job Summary:

· Planning and organizing the assembly line process carefully to ensure proper assembly of products and to save time. 

· Performing repetitive tasks like assembling parts together and connecting sub-assemblies to massive product. 

· Determining conditions hindering course of work on assembly line.

· Notifying correct action needed to the responsible personnel and informing workers of instructions of supervisor. 

· Notifying supervisor of defective parts, equipment, tools, materials, nonstandard assembly work or other conditions, which hinder assembly process. 

· Notifying supervisor regarding excessive number of defective or damaged parts, and requesting replacement deliver of standard parts. 

· Participating in group meetings in order to exchange any job related information.

· Ensure cleanliness and orderliness to have a safe working area.
SEMINARS AND TRAINING ATTENDED

Implementation of Property Inventory Project

Municipality of Gerona

November 11-13, 2009

Seminar-Workshop on LGPMS Sub System and Orientation on Seal of Good Housekeeping

Crown Royale Hotel, Balanga City, Bataan

June 8-10, 2011

Fundamentals of Computer, MS Windows, MS Word, MS Excel, MS PowerPoint

Gerona, Tarlac

January 31 to February 19, 2011

SKILLS

Can administer clerical secretarial works.

Can handle a heavy workload, while under pressures without sensivity to stress.

Ability to work effectively in a team environment as well as independently with minimal supervision.

Computer literate.

Physical ability to stand for long time.

Should have strong hand-eye coordination.

Ability to operate various assembly tools.

Sufficient physical reflexes and personal mobility.

EDUCATIONAL BACKGROUND

College Graduate

Bachelor of Science in Computer Science

2001

La Sallette Colleges Foundation Inc., Paniqui, Tarlac Philippines
PERSONAL INFORMATION:

Place of Birth

:
Gerona, Tarlac, Philippines

Date of Birth

:
December 08, 1980

Age


:
37 years old

Civil Status

:
Single

Height


:
5’

Weight


:
48 kg

Language/Dialect
:
Tagalog, English

