RAINIER 
Nationality: Filipino
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Visa Status: Employment

Availability: Immediate
Person in Charge/Barista/Sales Assistant
Dubai, UAE
February 2020 to June 2020       

· Data Entry (Sales figure, Expenses, Wastages)
· Organize and Arranging Trainings, Meeting, Appointments
· General Office Management and Operations Management needed 
· Maintain Contact lists

· Produce and distribute correspondence memos, email, order forms, faxes
· Assist in the preparation of regular scheduled reports

· Inputting Sales Invoice, Daily, Mid and Monthly Inventory in the company portal

· Answering Incoming calls and taking orders. 
· Performs to be a leader in Hazard Analysis Critical Control Point (HACCP)

· Arranging both internal and external events like kiosk 
· Maintain quality control

· Knowledge of product expiry, Shelf life and FIFO system

· Customer Service, Suggestive and Upselling

· Forecasting and Keep ordering product and supply as per request from superior
· Develop and Maintain Filing System

Person in Charge/Barista/Sales Assistant 

Emirates National Oil Company (ENOC), Oud Metha, Dubai, UAE
February 2017 to January 2020

· Data Entry (Sales figure, Expenses, Wastages)

· Organize and Arranging Trainings, Meeting, Appointments

· General Office Management and Operations Management needed 

· Maintain Contact lists

· Produce and distribute correspondence memos, email, order forms, faxes

· Assist in the preparation of regular scheduled reports

· Inputting Sales Invoice, Daily, Mid and Monthly Inventory in the company portal

· Answering Incoming calls and taking orders. 

· Performs to be a leader in Hazard Analysis Critical Control Point (HACCP)

· Maintain quality control

· Knowledge of product expiry, Shelf life and FIFO system

· Customer Service, Suggestive and Upselling

Café Barista promoted to Shift Manager (March 2013)


Coffee Masters INC (Seattle’s Best Coffee Philippines), Makati, Philippines
October, 2011 to May, 2016 
· Organize and Arranging Trainings, Meeting, Appointments

· General Office Management and Operations Management needed 

· Maintain Contact lists

· Produce and distribute correspondence memos, email, order forms, faxes

· Assist in the preparation of regular scheduled reports

· Inputting Sales Invoice, Daily, Mid and Monthly Inventory in the company portal

· Answering Incoming calls and taking orders. 

· Performs to be a leader in Hazard Analysis Critical Control Point (HACCP)

· Arranging both internal and external events like kiosk 

· Maintain quality control

· Knowledge of product expiry, Shelf life and FIFO system

· Customer Service, Suggestive and Upselling
· Handling a team

· Oversee all front and back of the house restaurant operations

· Maintain quality control for all food ser

· Performs jobs of barista and cashier

· Responsible to do daily, weekly and monthly reports

· Ensure customer satisfaction through promoting excellent service; respond to customer complaints tactfully

· Responsible in Cash Handling like Petty Cash. Vault, Change Fund

Café Barista Job Description / Duties and Responsibilities: 

· Promotes coffee consumption by educating customers

· Able to handle Cash Register/POS .

· Clean or sanitize work areas, utensils, or equipment

· Prepare or serve hot or cold beverages such as coffees, teas

· Taking Order

· Responsible to operate espresso machine

· Organizing of Pastry Case and Display
· Responsible in recipe adherence

· Monitoring the Standard temperature of the operating machine

· Suggestive and Upselling

Collection Specialist (Credit Card) Aspire Acccount
Allsectech Manila INC, Taguig City, Philippines
Marchl, 2010 to April 2011  

· Collecting and calling the customers with a delinquent or past due on their credit card accounts.
· Assisting the customers what they need and want, emphasizing the customer and providing resolution of their concern or problems, offering payment programs or payment arrangement.

· Processing the payment through phone using their checking or debit account.
· Being consistent to speak in English in good, fluently and proper grammar with confidence over the phone
· practicing etiquette and professionalism over the phone
Collection Specialist (Mortgage Account) JP Morgan Chase Bank/ Washington Mutual Bank
Ace Global Contact Center, McKinley Hills Taguig City, Philippines 
November, 2008 to February, 2011
· Collecting and calling the customers with a delinquent or past due on their Mortgage accounts.
· Assisting the customers what they need and want, emphasizing the customer and providing resolution of their concern or problems, offering payment programs or payment arrangement.

· Processing the payment through phone using their checking or debit account.
· Being consistent to speak in English in good, fluently and proper grammar with confidence over the phone
· practicing etiquette and professionalism over the phone
EDUCATIONAL BACKGROUND

College
Course: Bachelor in Computer Science                                          2001 - 2003
School: Lyceum of the Philippines University

Address: Intramuros, Manila, Philippines

Course: BSBA (Major in Business Management)                          2003 - 2008

School: Lyceum of the Philippines University



Address: Intramuros, Manila, Philippines

TRAININGS / SEMINARS ATTENDED

Training Center: Protocol Food Consultancy


Address: Dubai, United Arab Emirates

Title: Food Hygiene Training level 2 
Date:  May 12, 2020

Training Center: Protocol Food Consultancy

Address: Dubai United Arab Emirates

Title: Nutrition and Health Awareness during the Covid 19 Pandemic 

Date: May 17, 2020

Training Center: Dubai Municipality

Title: Food Safety Principle- Food Watch

Date: June 8, 2020

SPECIAL SKILLS / INTERESTS

· Skilled in food preparation like sandwiches, salad, pastry display.

· Skilled in major relevant computer applications like MS Word, MS Excel.

· Well-versed in oral and written English and Filipino.

· Good hand-eye coordination.

· Ability to meet strict deadlines.

· Proficiency of basic coffee making.

· Speed and efficiency.
Email: rainier-398277@gulfjobseeker.com 

I am available for an interview online through this Zoom Link https://zoom.us/j/4532401292?pwd=SUlYVEdSeEpGaWN6ZndUaGEzK0FjUT09
