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PROFILE
To boast a position where I could use my skills and knowledge that would enable myself not only to develop my professional career but also to add value to the company.
CAREER HISTORY
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May 19, 2014 to Present
Transaction support
Credit card processing company
Inc.
Job Description
· Ensuring all incoming inquiries and subsequent resolution is executed according to established service levels 
· Handling complex processing and servicing of transactions 
· responsible for the timely and accurate processing and delivery of client statements 
· Ensuring all regulatory and compliance requirements are followed, including maintaining relevant and current procedures, risk items are escalated appropriately and documents are filed and archived according to corporate policy 
Sept. 23, 2013 – May 15, 2014
Receptionist / waitress
Tamayo’s Catering Services
SMX convention center
Job Description
· Providing effective and exceptional service to customer 
· Perform the tasks of order taking and maximize sales opportunities through knowledge of product and suggestive selling. Ensure accuracy by repeating order(s) to the guests. 
· Ensure that dockets are written clearly and correctly so the cashier and kitchen can fulfill their duties effectively. 
· Check ordered meals on collection from kitchen and deliver to guests promptly to maintain temperature and appearance; ensure items are announced. 
· Keep tables and service areas clean and tidy as per procedure manual. 
· Maintain hygienic food service techniques during service. 
· Take responsibility for your designated section and station. 
· Promptly answer the telephone and maximize sales opportunities through knowledge of product and suggestive selling. 
April 7, 2008 – June 1, 2012
Receptionist / Front Desk
Champs Elysees Aesthetic Medical Center
DUBAI, U.A.E.
Job Description
· Handle all aspect of front desk duties, including processing of payment and taking an appointment. 
· Work is carried out in accordance with Medical cleaning standards and frequencies 
· Observes work area to identify repair work required, emergency situations or security risks. 
· Educate our client on all proper skin care method. 
· Provide the basic care, all latest equipment, machine that will satisfy the customer. 
· Welcome clients as they contact the clinic personally or by telephone, and explain the services available, payment categories and billing procedures. 
· Scheduling clients for upcoming doctor visits. 
· Follow up on "no show" clients on a daily basis. 
· Other related duty as the job requires. 
May 2007 – March 2008
Food & Beverage Attendant
Century Park Hotel
Philippines
Job Description
· Set up for events, carry trays, serve guests and clean up at the event's conclusion 
· Set up can include putting out tablecloths and place settings, arranging table placement and putting up a buffet 
· Adhere health and safety standards at all times, even when closing down at the end of the event, which may include breaking down the table set up and taking tablecloths and linens to the laundry. 
· Greet all guests and owners warmly with an appropriate greeting 
EDUCATIONAL BACKGROUND

Vocational Course
: ADVANCE COMPETENCIES TECHNOLOGICAL MANPOWER ACADEMY
Computer Hardware Servicing
TRAINING ATTENDED

Basic Safety Training
PNTC Maritime Training center
Intramuros Manila
August 22 – 30, 2013
Food and Beverage/Bartending/Housekeeping Services
Intercruises HR Management Training Center
Ermita Manila
August 05 – 09, 2013
SKILLS

· Can perform job with minimum supervision. 
· MS Word, MS Excel, MS Outlook, MS PowerPoint 
· Operating Systems Installation 
· Computer Hardware troubleshooting 
· Quick learner with ability to translate complex ideas and processes into technical facts or persuasive non-technical presentation. 
· Excellent organizational skills and ability to prioritize workload 
· Attention to detail and precision, solid work ethics concerning meeting deadlines and reliability 
· Excellent communication and interpersonal skills 
· Strong decision making and judgement skills (ability to solve incidents requiring creativity and initiative) 
PERSONAL BACKGROUND

	Place of Birth
	:
	Viga, Catanduanes

	Date of Birth
	:
	September 21, 1986

	Age
	:
	28 years old

	Citizenship
	:
	Filipino

	Height
	:
	5’4”

	Weight
	:
	110 Lbs.

	Civil Status
	:
	Single

	Religion
	:
	Born Again Christian

	
	
	


