
Experience:

▪
Fuddruckers Restaurant, Dubai UAE 
         



    GSR (Group Service Representative)






October 2004 – 11 November 2006

Duties / Responsibilities

·                                                                    Dealing with guests and giving them my service with utmost tact and diplomacy


                Responsible in keeping tract of customer’s loyalty and business relation.


                   Give 100% satisfaction to the customers;Follow the standard operating procedure.


                    Monitor orderliness and cleanliness of the assigned area.


                    Ensure the new staffs are trained properly.


                    Coordinate with overall staff regarding new development in the area.


                    Provide a great work environment and treat each other with respect and dignity.

▪
Nippon Sheet Glass, Philippines

Group Leader/Document Controller/Clerk


September 1997 – August 2004

Handles people for the operation of Micro Optic Division
            Can operate Sputtering machine and Ar Coating Machine

Maintains the executive up to date management manuals, directives, correspondence and reports available for reference and efficient operation of the office.



Sees to it that all incoming and outgoing documents are immediately transmitted to the respective addreesee
            Maintain file copies of memo, letter, documents and other correspondence


Receives, logs and sort incoming e-mail/correspondences

Prepares / routes confidential documents that needs approval, signature or immediate action 

Responsible for typing memo’s, drafts, correspondence and other activities that may be required from time to time
Handles telephone calls, appointments of my immediate superior, office supplies, etc.

Takes care of the arrangement of staff meeting including informing meeting participants,preparation of materials, setting up audio visual equipment, snack etc.
· SM Shopping Mall,/ Hush Pupies Philippines
Counter Sales Personnel / Salesmen
April 1994 –December 1996
Duties / Responsibilities:

Handles returns and exchange of products, performed gift wrapping services and kept work area neat

Helps stocked shelves, arranged for mailing and delivery of purchases, taken inventory and prepared display

Assist the customers for their needs, assure that every scale is accurate
Giving information for new products and give them special offers

In charge of billing of customers, proper handling of cash registers

Answer telephone calls, queries about the products and promote it to the customer

Treating the customers always right and show them my utmost tact and diplomacy

Counts the content of the drawers at the beginning and end of shift, separate change forms, returned slips, coupons and any other non cash items

Personal Details:

Date of Birth:   24th September 1976
Status
        :   Single

Nationality   :    Filipino

Languages  :    Tagalog & English

Visa Status :     Visit Visa

Skills:
Microsoft Office Application, surfing the internet. Scanning to adobe acrobat, saving to file, application of EXCEL, Microsoft Word. Knowledgeable in operating machines such as printer, photocopier and fax machine, AUTOCAD Basic
With International Driving License ( willing to have U.A.E driving license)
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Profile:





Has over 11 years of experience in office works such as Group Leader, Document Control / Clerk, and have also an experience in Sales, and as group service representative in Dubai. Ervin is highly motivated, focused, hardworking, honest, team player, dedicated and able to work in a busy environment. 





Qualification:





Bachelor of Science in Civil Engineering, Third Year Level Undergraduate, 


Manuel L.Quezon University, Philipinnes

















