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OBJECTIVES: To obtain and secure a position that will enable me to use my organizational skills, my ability to work
well with people, quick learning skills, to have the opportunity to learn and improve my skills, utilize my knowledge to drive excellent customer service.
Educational Attainment:
COLLEGE
: Technological Institute of the Philippines (2006-2010)
B.S in Business Administration Major in Marketing Management
SECONDARY
: Colegio De San Jose Del Monte (2002 – 2006)
COMPUTER SKILLS:
· MS Office Application (Word, Excel, PowerPoint, FrontPage, Access, Publisher, Outlook) 
· Honeywell system (CCTV, IQ multi Access & Monitor system & FAS control panel) 
· Operating system ( Windows 98, XP all edition, Vista, Windows 7 up to present) 
Additional Skills:
· Ability to maintain stationery supplies. 
· Ability to answering the telephone and directing phone calls. 
· Proficient with computer literate such as Microsoft office, 
· Excellent ability to use office equipment’s such as printers, fax/scanner machines and photocopiers. 
· Good in English speaking and writing. 
· Responsible for other duties as assigned. 
License and Certification:
Department of Protective System-CCTV Operator
June 17, 2013
NCII Bartending and Food & Beverages
Technical Education and Skills Development Authority (TESDA) Oct 17, 2009
Call Center Representative/ Agent
Technical Education and Skills Development Authority (TESDA)
August 21, 2009
Work Experience:
Career Summary with Ejadah Asset Management, Dubai, UAE
Hired as a Customer Service Receptionist with light security detail on June 17, 2013and works with one of the top asset management company in Dubai and handles as a CCTV Operator/Control room Operator/Access Control room Operator in Jumeirah Beach Residence. Responsible for the following operations; ensuring the safety of Jumeirah Beach Residence assets by providing back-up for the security on the field, Providing informational report, incident report, asset integrity report and feedback to the clients, and finally provides information to tenants/owners, contractor and distributors on security passes.
Professional experience
Customer Service Receptionist: Ejadah Asset Management, (TECOM investments) (Jun. 17, 2013 –Sept 30, 2013)
· Responsible for logging all visitors, contractors and distributors visiting the premises 
· Helping customer going in and out of the premises 
· Securing the location by going on patrol 
· Reporting to Tecom Invesment Command and Control Center if issues are escalated 
CCTV Operator/Control Room Operator/Access Control Operator: Ejadah Asset Management, 
(Oct, 4 2013 up to present)
· Daily Manual check for sector CCTV camera & DVR backup recording (Digital Video Recording AVI/JPEG) (Time to time basis) 
· To undertake operation of all equipment and cameras to comply with the CCTV Code of Practice, on rotating 24 hour shift patterns, 365 days a year, including weekend and bank holidays. 
· To effectively monitor and patrol via view screens and to take any remedial or immediate action and notification as appropriate to events seen. 
· To produce and maintain continuity of all detailed records or evidential material required in a clear, concise, legible accurate format. This includes an incident log, tape management records, evidence records and other documentation in acco4rdance with the Council’s systems and procedures. 
· Activate and Deactivate Access Cards and Remote KeyfFob using HONEYWELL IQ Multi Access system software for JBR 
· Preparing Incident Reports receiving from sector security supervisor/Security management instructions compiling every report in MS Excel, Word & PDF format. 
· Answering & Transferring calls from the tenants/Owner, Visitor, JBR employees (Taziz & Idama) & Sub-contractor staff via CISCO IP phone. 
· Telephone operator using Jumeirah Beach Residence Tower & Lift intercom. 
Career Summary with Red Kimono Jumbo Japs Inc. Makati, Philippines
Hired as a Line Supervisor/Head Cashier cum waiter on January 01, 2013. Works with one of the leading Japanese Restaurant in the Philippines. Responsible for the following operations; ensuring the product of Red Kimono being served and regulated as the company health and safety standards, resolve customer complaints about food quality or service, estimate food consumption, place orders with suppliers, and schedule delivery of fresh food and beverages, finally monitor food preparation and methods.
Professional experience
Head Waiter cum Cashier: Jumbo Japs Inc. (Red Kimono Japanese Restaurant) (Jan. 01, 2013 – May 06, 2013)
· Prepare tables for meals, including set up items such as linen, silverware and glassware. 
· Greeting guests (with eye contact and smile).Escort guests to their tables. Present menu to the guests and answer questions about menu items, or making recommendations. 
· Present wine list and describe or recommend wines to the guests. 
· Taking food and drink orders. Present and serve wine. (into the proper glass) Serving food and drinks (older ladies first). 
· Check with guests to ensure that they are enjoying their meals and take action to correct any problems. Remove dishes (gentlemen first!) and glasses from the tables for cleaning. 
Career Summary with Americana Food Company, Doha, Qatar
Hired as a Frontline Cashier on July 04, 2010 and works with one of the well-known fast and growing Food and Beverage company in GCC and handles as a Dine-inn/Take out and Drive Thru Cashier. Responsible for the following operations; Position requires an individual to have customer service skills, positive attitude, food preparation, assist in preparing location and area for day today operation, responsible for accurate accounting and all transactions and assist with location inventory controls, be competent with computerized register system and have good cash handling skills. Must have experience in retail sales, and be professional, polite, and reliable.
Professional experience
Frontline Cashier: Hardees Charbroiled Burgers (July 04, 2010 – July 04, 2012)
· Friendly Greeting and assisting guests. 
· Receive and process all payment methods for restaurant guest checks, courteously and efficiently in accordance with "Our Big Three" and Company standards. Settle all guest checks in the computer system and maintain accountability for all financial transactions. 
· Maintain complete knowledge of Point-of-Sale and manual systems and procedures. 
Obtain assigned bank and ensure accuracy and security of contracted monies. Ability to input and access information into the point-of-sale system. 
· Set up and organize work station with designated supplies, forms and resource materials; maintain cleanliness at all times. Answer outlet telephone using correct salutations and telephone etiquette. 
· Handle guest complaints with follow up to ensure guest satisfaction. 
· Complete additional duties/tasks as assigned daily by the Supervisor. 
· Additionally, to support our company’s “Quality Pledge” and actively practice “Our Big Three” in all interactions with guests and team members alike. 
Career Summary with UNILEVER, Makati, Philippines
Hired as a Merchandiser on Jan. 01, 2010 and works with one of the well-known fast and growing Food and Beverage company in GCC and handles as a Dine-inn/Take out and Drive Thru Cashier. Responsible for the following operations; Position requires an individual to have customer service skills, positive attitude, food preparation, assist in preparing location and area for day today operation, responsible for accurate accounting and all transactions and assist with location inventory controls, be competent with computerized register system and have good cash handling skills. Must have experience in retail sales, and be professional, polite, and reliable.
Professional experience
Merchandiser: UNILEVER (Walter Mart Branch & Tropical outlet) (Jan. 1, 2010 – June 15, 2010)
· Determines call schedule by reviewing priorities with supervisor; discussing special instructions, product promotions, new products, and price changes. 
· Maintains customer relationships by visiting with store managers, department managers, and employees; answering their questions; responding to special requests; describing product features. 
· Maintains store shelves by observing displays of company products; removing damaged or freshness-dated products; tidying store shelves; providing optimum display of products. 
· Maintains inventory by restocking shelves with product from inventory; observing inventory levels; prompting store management to reorder when levels appear low; arranging for return and credit for damaged products. 
· Completes call report by observing display and pricing of competitors' products. 
PERSONAL INFORMATION:
	Date of Birth
	:
	November 20, 1989

	Age
	:
	24

	Civil Status
	:
	Single

	Citizenship
	:
	Filipino

	Height
	:
	5’7”

	Weight
	:
	65 kls.
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