OBJECTIVE: to be able to take over responsibility and to contribute in the fulfillment of its corporate vision and develop my skills and ability within the company.

Birth date
:
February 16, 1975
Height

:
5’3

Weight
:
54 kilos
Civil Status
:
Married

EDUCATION

College
:
Saint Louis University




Bachelor of Science in Commerce




Major in Management 



1992-1996

TRAINING ATTENDED:

· Management Marketing Strategies

· Flow of Management

· Building up Entrepreneurship

WORK EXPERIENCES

Radisson SAS Dubai Media City
Dec.-2007-present

Server
Courtyard by Marriot, UAE

Dec.2005-June 20006 (tavee agency)

Human resources Assistant


Responsible for the entire performance of the staff


Implementing disciplinary action or rules to the staff at accommodation


Responsible for preliminary interview to those applicants 


Doing reports and schedule day by day

July 2006-Nov.2007

Server/Hostess/Cashier

· Welcoming and assisting quests coming to the restaurant

· Taking orders and suggesting good food 

· Introducing our daily special as well as promotions.

· Doing cashiering.

Sy & Jae Incorporated (Marcelo & Associations Law Offices)

Branch Manager

Aug 2002-Oct 2005


Responsible for the entire operation and collection performance of the company


To be ale to complete work in accordance and specification of the company


Do financial liquidity (petty cash & monthly budget)


In charge of monitoring collection percentage (delinquent acct.)

Maintain systematic reports on field monitoring documents to facilitate verification and audit at head office

Perform other task that may assigning by higher management this deemed for the best interest of the operation,

Filinvest Land Incorporated

June 1999-May 2002

Human Resource Assistant

· policies working closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement and procedures; 

· recruiting staff: this includes developing job descriptions, preparing advertisements, checking application forms, shortlisting, interviewing and selecting candidates; 

· negotiating with staff and their representatives on issues relating to pay and conditions; 

· maintaining records relating to staff. 

· listening to grievances and implementing disciplinary procedures; 

· planning and sometimes delivering training, including inductions for new staff; 

Cyclehaus Incorporated(Honda Supreme Inc.)

Sept.1997-April 1999

Assistant Finance officer

· Ensures implementation and strict compliance of financial policies & procedures

· Monitors financial liquidity in relation to a program settlement of maturity accounts for expenditures

· Analyze and determines reasonableness and deviation from budgeted operating lost and capital expenditures

· Consolidated monthly report for submission to main natural finance department

1. Cash position statement

2. Comparative statement of operating budget against actual .
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