Sheryl
Sheryl.92265@2freemail.com 
CAREER OBJECTIVE



To obtain challenging and gainful position while facilitating effective leadership 


and highest degree of professionalism in Hospitality / Tourism towards focusing 


on excellence service in a career oriented multinational organization that offers 

diverse job responsibilities and opportunity for mutually beneficial growth and development. 

WORK EXPERIENCE         

November 2006 - present


St. Tropez Bistro


Aviation Club, P O Box 111545


Dubai, UAE


Position: Waitress cum cashier
Duties and Responsibilities:

* handle guests working flexibly in dining and bar area providing highly 

   exceptional food and beverage service in a French-inspired environment.

* checking and completing the mis-en place before operation starts

* operating G5 omega system

* handling cash and making requisition

* assist immediate superiors in paper works, timely projects, inventory       

  and other related activities

June 22, 2006 – Oct. 15, 2006

Mondiale Corporation

2nd Floor, Ortigas Home Depot

Ortigas Center, Pasig City, Philippines

Position: Sales Supervisor cum cashier
Duties & Responsibilities:

* provides courteous professional service at all time


* handling cash, deposit checks and updating accounts

* prepares monthly payrolls, Sales Invoice, Official Receipts and Delivery  

  Receipts

* prepare daily reports like, Sale Summary Report, Inventory Report, Delivery    

  Report


* assisting and documenting customer’s complaints and request

* prepares, assist & counter check bulky orders of the customer & assures their              

   delivery at their door steps.

* do other duties assigned the top management 

January 12, 2006 – June 15, 2006

Pont Corporation


# 81 9th Street, New Manila 

           Quezon City, Philippines

Position: Accounting Clerk 

Duties & Responsibilities:

* monitoring orders from customers (London, Italy, Canada, Australia, 

  Singapore)

* handling Petty cash fund (revolving fund)

* prepares monthly payroll, responsible of releasing monthly salary and payment   

  for sub-con personnel

* making request for Checks and responsible for releasing of checks

           * ensure the smooth flow of the documents within the department

* do other duties assigned by the top management
March 05,2005 – January 09, 2006

           Concerted Management Corporation

           Suite 2006 Galleria Corporate Center


Ortigas Avenue Quezon City, Philippines

Position: Table Auditor
Duties & Responsibilities:


*Check the accuracy and completeness of the branch daily reports such SALES 

             INVENTORY REPORT, NOTES and COLLECTION REPORTS and 

             REGISTRATION FUND

*Monitor Branch daily transaction and reporting

*Prepares and issue Audit memos for any infraction committed by the branch    

  personnel base on the policies and procedure set forth by the company 

*Performs others duties that may be assigned by the auditors

           May 2004 – February 2005


Anilao National High School


Anilao, Iloilo, Philippines 


Position: Administrative Clerk


Duties & Responsibilities:

* Administrative functions, Sorting and filing of incoming / outgoing documents, 

  typing school periodical exams and etc

* monitoring Administrative file like Form 137, Diploma, Good moral Certificate

* telephone operator & encoder

* give assistance for the new enrollees students

* filing the records of the students

* do other duties assigned by the school Principal

EDUCATIONAL ATTAINMENT


Bachelor of Science in Accountancy

Western Institute of Technology

La Paz, Iloilo City, Philippines

SY 2000-2004
*Graduated*
Vocational:
Microsoft Advanced Level Course

AL MUHAIRY COMPUTER & MANAGEMENT TRAINING

P.O. Box 42039. DUBAI – U.A.E

October 2008-Dec 2008
Computer Programming

AMA Computer learning Center

Delgado Street, Iloilo City, Philippines

October 1999 – Dec. 2000

CHARACTER REFERENCES


Available Upon Request

I hereby certify that the above information are true and correct to the best of my knowledge and belief.
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