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Objective:  
Enthusiastic and results oriented individual, to enhance my knowledge and specialization in hospitality service, moreover be able to develop competence in the field of computer industry and to dedicate professionalism for the continuous growth of the company.

Working Experience:

Nov. 2006 – Sept. 2007
  Tropical Fruit Asia Corporation  



       
 
  Malolos, Bulacan, Philippines




   Secretary

Apr. 2006 – Oct. 2007

  RG International





  Dubai, U.A.E.





  Secretary

2004 – 2006
      

  Movenpick Hotel



      

  Bur Dubai, Dubai, U.A.E



      

  Senior Captain

2000 – 2004
      

  Mafraq Hotel and Restaurant



        

  Al Mafraq, Abu Dhabi, U.A.E



      

  Bar in Charge

1999 – 2000
       

 Chateau Bar and Restaurant



      

 Quezon City, Philippines



        

 Waitress

1996 – 1998
       

 Allson Klana Hotel and Resort


       

 Seremban, Malaysia


       

 Waitress

Responsibilities:
· Taking incoming & outgoing calls as well as faxing.
· Keeping an accurate, concise, permanent record of meeting.

· Assist in the preparation of the agenda if requested.

· Responsible for all records, documents & papers.

· Excellent customer service skills.

· Able to communicate and influence at all levels.

· Proven ability to lead and manage others and achieve financial targets.

· Able to work on own initiative.

· Assist with the implementation of the Group training system.

· Communicate with the F & B manager weekly.

· To monitor, train, motivate and develop staff to perform up to Company Standards.
· Be courteous to all customers and colleagues.

· Fulfilling the monthly and yearly budget.

· Conducting a thorough stock check items on a daily, weekly, and monthly basis.

· Participating in promotional campaign. (Making streamers for advertisements, designing flyers.)
Education:


Tertiary (March 1999)         Bachelor of Science in Elementary Education  





         (BEED)




         Bulacan State University




         Malolos City Bulacan

Secondary ( 1989 – 1993)    Jose J. Mariano Memorial High School



         Bintog Plaridel, Bulacan

Primary (1983 – 1989)         Culianin Elementary School

 
                      Culianin Plaridel, Bulacan

Skills:

Guests Service  –  Excellent level

Computer Literate  - (Ms Word, Ms Excel, Ms PowerPoint)

Proficient in Written and Spoken, English & Tagalog.

Basic Arabic and Malay.

Seminars and Training Attended:


Basic Food Hygiene

Negotiation Skills

Achievement Awards:

Outstanding Employee of the Month. 
 (June 2003)

Best employee of the Month 


 (November 2001)

Personal Information:


Nationality
  :
Filipino


Date of Birth     :
February 12, 1976


Place of Birth    :
Culianin Plaridel, Bulacan


Gender

  :
Female


Civil Status       : 
Single


Religion
  :
Roman Catholic
