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	CAREER OBJECTIVE

A motivated professional seeking a position in a corporate environment. Interested in an opportunity with company where exceptional admin, computer and customer service skills will be fully utilized.
PROFESSIONAL SUMMARY

· Admin professional with proven written and oral communication skills offering versatile management skills and proficiency in MS Office program.

· Strong planner and problem solver who readily adapt to change, exceeds expectations, and meet tight deadlines without compromising quality.

· Solid experience in implementing office policies and procedures
· Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done.
· Results-oriented with proven abilities in developing positive relationships with clients and coworkers. 
SKILLS AND COMPETENCIES

· Flexible and Adaptable

· Able to work in a team

· Trustworthy and Reliable

· Ability to remain calm under pressure.

· Keeps delicate information private

· Ability to establish good working relations with people of different national and cultural backgrounds

· Exerts effort and perseverance 

toward attaining goals

· Ability to prioritize

· Ability to take initiative.

CERTIFICATIONS

Certificate of Attendance

Basic Fire Fighting Course

Dubai Civil Defense 24/7

December 2013

Person In-Charge Level 3

Dubai Municipality-Highfield 

September 2013

Certificate of Eligibility

Civil Service Commission, Philippines

March 2008

PERSONAL DETAILS

Nationality : Filipino

Status : Single

Height : 5’3

Date of Birth : March 12, 1988

Religion: Roman Catholic
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EDUCATION

Master of Arts in Home Economics (Non-Thesis)

Zamboanga State College of Marine Sciences and Technology, 2012

Zamboanga City, Philippines

Bachelor of Science in Hotel and Restaurant Management 

Cum Laude

Immaculate Conception Archdiocesan School, 2008

Zamboanga City, Philippines
WORK EXPERIENCE

Assistant Restaurant Manager

Food Fusion Est. (Pizza Fusion)

November 2014 to December 12, 2015
· Taking responsibility for the business performance of the restaurant.

· Preparing reports at the end of the shift/week, including staff control, food control and sales.

· Coordinating the entire operation of the restaurant during scheduled shifts.

· Managing staff and providing them with feedback.

· Responding to customer complaints.

· Maintaining high standards of quality control, hygiene, and health and safety.

· Checking stock levels and ordering supplies.

· Preparing cash drawers and providing petty cash as required.

· Helping in any area of the restaurant when circumstances dictate.

· Recruiting, training & developing restaurant staff. 
· Staff records filing.
Restaurant Manager
Saleh Bin Lahej - Hospitality Division

October 2012 to October 06, 2014

· Ensure high standard of F&B service. 
· Control Overall cost. 
· Ensure high level hygiene standards.
· Responsible for health and safety.
· Having in-depth knowledge of menu and dishes availability. 
· Resolve guest complaints. 
· Coordinate with the kitchen staff to ensure efficient food service.
· Organize duty roster for the Restaurant’s staff. 
· Estimated the daily food consumption and placed orders with suppliers accordingly.
· Staff records filing.
Administrative Staff cum Classroom Facilitator

(Hotel and Restaurant Management Department)

Nuevo Zamboanga College, Inc.,/

Immaculate Conception Archdiocesan School,

Philippines

June 2009 to March 2012
· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results. 
· Establish, coordinate, and oversee programs to evaluate student academic achievement.

· Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support programs to potential students.

· Plan and develop instructional methods and content for educational and student activity programs.

· Participate in training, other learning activities and performance development as required.

· Counsel and provide guidance to students regarding personal, academic, or behavioral issues.

· Facilitate courses on the HRM program concentrating on Introduction to Hotel and Restaurant Management, Food Hygiene and Sanitation, Food and Beverage Service Operations, Hotel and Restaurant Sales and Marketing, Events Management, Housekeeping, Baking Banquet and Catering and Personnel Management.


