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CAREER OBJECTIVES
· To be a part of a company where I can find growth and stability.
· To succeed in a career where I can contribute my knowledge and skills and give the best that I can be.
· To outcome future challenges through continuous learning and practice.

· To work hard with full determination and dedication.
· To enhance my professional capacities and skills.
· To excel in my field through hard work and perseverance.

· To establish a friendly and professional relationship with my colleagues.

· To strive for excellence and to meet my personal and career goals.
WORKING EXPERIENCE
Hostess









December 2013 to Present
Nando’s UAE


· Greeting and welcoming of guests and patrons personally and on the telephone.
· Offer appropriate seating arrangements and escort guests to their tables.
· Present menus; ensure the quantity of menus is sufficient to cater to the number of guests.
· Taking of orders and suggestive selling.
· Relay orders to the kitchen and make sure all orders are filled in a timely and accurate fashion.

· Serving the foods and attending all customers’ needs.
· Ensure that continued service is managed during the course of the meal.
· Keeping constant eye on the table to gauge needs and fulfill them immediately.
· Set up dining rooms and make reservation arrangements.

· Maintain clean and organized tables and work area.

· Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant.
· Answering phone calls regarding reservations, home delivery orders and customer’s inquiries.

· Getting home delivery feedback from the customers through phone interview. 
MEMBERSHIP SERVICES AND OPERATIONS ASSOCIATE



October 2012 to October 2013
Resorts World Manila

· Managing membership front counter on daily operations.

· Greets, assists and directs guests, workers, visitors and the general public.
· Answers all incoming calls and handles caller’s inquiries.
· Develop and build a membership base in accordance with policies, procedures set by the company while ensuring the delivery of excellent customer service.

· Managing customer services and expectations in all related matter, especially pertaining membership.

· Managing all inquiries from customers either members or nonmembers and handling complaints efficiently, courteously and professionally. 

· Handle customers/members at the membership counter and responsible for transactions such as signing up new members, account maintenance, general property questions, administering redemption, complimentary and access benefits of the membership program to qualified members and other membership related system function.

· Provide adequate services to all members from Resorts World Manila and affiliate partners.

· Assists other departments pertaining to any membership related matters.

· Managing daily opening and closing operational paperwork and reports according to the manager’s or establishment’s requirements.
COLLECTION ASSISTANT







April 2011 to December 2011
First Maharlika Collection Management Inc. 2 (Asialink Finance Corporation)
· Compile, sort and verify the accuracy of data before it is entered.

· Compare data with source documents, or re-enter data in verification format for error detection.

· Updating of master file/records of debtors and their payments.

· Maintain logs of activities and completed work.

· Store completed documents in appropriate locations.
· Handling of payments (e.g. cash or checks) and making bank transactions.
· Managing inquiries from the clients, handling complaints professionally while ensuring good customer service.
· Negotiate with debtor for the long outstanding payments.

· Prepare necessary legal documents as and when required.

EXHIBIT GUIDE








 October 2010 to April 2011
Philippine Science Centrum (Science on the Move)

· Conducting exhibit tours with small or large groups of students mostly in their grade school and high school.
· Greet and welcome tour groups upon arrival.

· Guides/orients the tour groups about the Exhibit.
· Give brief description of inventions in the exhibit and demonstrate how they operate.

· Explain how the invention relates to other subjects taken up in school.
· Maintain logs/records of every tour during the whole shift.
CASH CLERK








January 2010 to July 2010



Integrated Jalajala Federation of Cooperatives

· Reconciliation and audit of daily cash.
· Working with team to solve any discrepancies arising from the daily audits.

· Preparation of consolidated daily cash deposit and accounts receivable documents.
· Data entry in Excel.

· Distribution of change to all departments as required throughout the day.
· Reconciliation of monthly commission statements, posting receipts, entering and verifying data and assisting with preparation of management reports. 

· Controls cash by receiving and disbursing funds; recording transactions; processing payments.

· Balances cash on hand against receipts; may prepare deposits; reconciles cash statements.
· Performs other related duties incidental to the work described herein.
COMPUTER SKILLS AND ABILITIES
PC Literate (Microsoft Office Applications)

Understand and effectively carry out oral and written instructions.

Adaptable to change and quick to grasp new knowledge.

Organized and can work under pressure with minimal supervision.
Good communication and customer service skills.
EDUCATION

UNCIANO COLLEGES INC. (2008-2009)

Bachelor of Science in Nursing

TOMAS CLAUDIO MEMORIAL COLLEGE (2005-2008)

Bachelor of Science in Nursing

TRAININGS ATTENDED
	Title
	Date Attended

	· Pre-membership Education Seminar IJAFEDCO, Jala- jala, Rizal
· American Safety and Health Institute Program  (Medical) First Responder Program
        Unciano Colleges, Antipolo, City
· Basic Life Support and Cardiopulmonary Resuscitation
               Unciano Colleges, Antipolo, City
· Essential Food Safety Training Programme

RMK Experts, Sarouj Area, Al Ain, UAE
	January 4-6, 2010

           July 20-24, 2009

March 16-18, 2009

July 09, 2014 (6hrs)

	
	


PERSONAL DATA
	Age
	:
	26

	Birthday
	:
	06 July 1989

	Gender
	:
	Female

	Civil Status
	:
	Single

	Nationality

Height
	:

:
	Filipino

5’5”

	Language Spoken & Written
	:
	English, Tagalog


	
	
	


