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Rubilyn Gorospe Agader



	Address: 451 Gov. Recio  M. Garcia St., Bankers Village II, Tala Caloocan City 1426  
Contact Number: +63939-149-3723/+63916-779-7588
Email:  agaderrubilyn14@gmail.com


	
Career Objective
	
An Assistant Restaurant Manager looking for an opportunity to enhance my professional and managerial skills in a dynamic working environment.


	Core Competencies


Educational Background


		· Customer Service
· Cost Efficient
· Proficient in Microsoft Office
	· Detailed and Organized
· Marketing Strategies
· Good communication skills



Elementary 						         Year [From] - [To]	

	School:	Santa Cruz Institute					1998-2005
	Address: 	Santa Cruz, Ilocos Sur, Philippines	

Secondary 
	School:	Santa Cruz Institute					2005-2009
	Address:	Santa Cruz, Ilocos Sur, Philippines

College
	Course:	Bachelor of Science in Business Administration
 			Major in Human Resources Development Management
	School: 	University of Northern Philippines		

Address:	Tamag, Vigan City, Ilocos Sur	2009-2013		

Awards: 	Journalism Award
	Academic Excellence Award



	Professional Experience
	1. Fresh N’ Famous Co., Inc-Greenwich
[image: ]5/F-10/F, Jollibee Plaza, F. Ortigas Jr Road, Pasig City, Metro Manila

Assistant Restaurant Manager (February 16, 2017 to present)

· Assists the Store Manager in ensuring achievement of FSC standards.
· Assists the Store Manager in ensuring smooth and fast delivery of service to customers. 
· Assists the Store Manager in conceptualizing plans and programs such as Local Store Marketing (LSM). Cost Reduction, Food Service and Cleanliness (FSC) improvement, and sales improvement.
· Ensure that Four (4) M’s (Manpower, Materials, Machines, and Method) are effectively and efficiently managed.
· Provide effective floor supervision to maximize manpower efficiency.
· Observe and implement adherence to cash control system.
· Prepare and implement approved work schedule of the crew.
· Supervise the whole operation during a particular shit an ensure proper execution of all store procedures.
· Evaluate performance of employees in coordination with the Store Manager.
· See to it that the necessary preparation is done before the start of the shift and see to it that all the necessary resources are sufficient.

.

2. TeleTech (Verizon)
[image: ]Quirino Highway, Novaliches Quezon City, Metro Manila 

Service to Sales Representative-Inbound (March 28, 2016-November 2016)

· Resolve customer complaints via phone, email, mail, or other media. 
· Use telephones to reach out to customers and verify account information. 
· Greet customers warmly and ascertain problem or reason for calling.
· Assist with placement of orders, refunds, exchanges; cancel or upgrade accounts.
· Take payment information and other pertinent information such as address and phone numbers; provide company information & services.
· Answer questions and suggest solutions in relation to products and services.
· Inform customers of deals and promotions.
· Utilize computers technology to handle high call volumes. 
· Compile reports on overall customer satisfaction. 

3. Convergys (Microsoft)
[image: ]8/F-11/F, SM Megamall, Mandaluyong City

Microsoft Accounts and Billing Support-Inbound (June 2015 to January 2016)
· Educate and give customers information about the products and services of the company
· Assist customers in signing up with Microsoft services (MS Office)
· Does basic troubleshooting if needed

4. [image: ]Sunwalk Inc., Valenzuela Philippines (Formerly known as Wealth Collection Co., Inc)
983 Paso de Blas Rd., Valenzuela City, Metro Manila 


Accounting Assistant (April 2013 to August 2014

Payroll Functions:

· Ensures correctness of agency billing vs DTR submitted prior to payment of billing and makes the necessary adjustments or corrections to the billing.
· Ensure correctness of the billing for mandatory remittances (employer’s share) based on the basic salary earned.
· Prepares, computes, and processes 13th month pay.
· Submits monthly report of labor costs.

Inventory Functions:

· Compiles and maintains records of quantity, type, and value of merchandise.
· Maintains record and tracking of transfer of stocks from production to warehouse to store branches to sold items.
· Checks discrepancy/variance on inventory.
· Maintains overall inventory balance and master list of stocks.
· Reconciles inventory records for a complete and accurate count.
· Performs regular audits on incoming and outgoing inventory.

General Accounting Functions:

· Update, verifies, and maintains accounting journals and ledgers and other financial records.
· Assists in reporting procedures within the specified deadline.
· Ensures on time submission of reports on payroll, inventory, and accounting functions.
· Performs general clerical tasks as may be required.
· Safeguarding Secret Information. Trustworthy and should not leak all the information unless instructed by superior.
· Performs other tasks as may be assigned in the fulfillment of the company objective,
· Maintains good housekeeping within the work area and performs safety practices within the company premises. 

	
Personal Information


	
· Permanent Address	: Lantag, Santa Curz, Ilocos Sur, Philippines
· Birthdate		            :  October 11, 1992
· Birth Place 		:  Tagudin, Ilocos Sur, Philippines
· Height 			:  155cm
· Weight 			:  53.8kg
· Gender 			:  Female
· Civil Status 		:  Single
· Religion		            :  Roman Catholic
· Nationality 		:  Filipino



	Trainings and Seminar





Awards, Honors and Achievements




	· Fundamentals of Store Management- February 16- April 3, 2017
· Manpower Management- November 12, 2018
· Feedback Management System- May 7-8, 2019
· Marketing 101- August 27-28, 2019


· Top Agent- Convergys (Microsoft Accounts and Billing Support)
· Greenwich SM Fairview Upper Ground Floor branch was given a Gold Award for FSC Excellence in year 2018 
· Greenwich SM Fairview Upper Ground Floor branch was given a Gold Award for FSC Excellence in year 2019
· IELTS CERF Level 1
General Training
Listening:6.5
Reading: 9
Writing: 6.5
Speaking: 6.5
Overall Band Score: 7



	Character References
	Ms.Pamela N. Bonto				Mr. Mario Mabunga Jr.
Restaurant Manager				Restaurant Manager	
Greenwich SM Fairview 			Greenwich Fairview Terraces 
8650-0054					8361-1324


Ms. Taira S. Rosario
Restaurant Manager
Greenwich Fairview Dahlia
8924-4891


	
	




I certify that the above-mentioned details are true and correct.
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RUBILYN GOROSPE AGADER
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