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PUNZALAN, LEE ANN MAY ATUAN 
Address: Blk. 11 Lot 2 Don Eulalio St.Villa Lina Subdivision Tenejero, 
                 City of Balanga, Bataan, Philippines, 2100 
Email Address:  leeannmaypunzalan@gmail.com
Mobile Number: +63 916 997 9895
Skype: live:.cid.7e6c771b5a03e459
SUMMARY OF QUALIFICATIONS: 
· Leader with a passion for excellence, compassion for overall team development and drive for superior results. 
· A flexible and analytical professional who enjoys learning new skills and quickly adapts to organizational changes. 
· Committed in motivating others through excellent interpersonal skills with proven communication skills in both oral and written. 
· Computer literate; can run POS to generate sales reports and utilize administrative office management systems.
· Problem solver and can run business development assessing and improve profitability.

WORKING EXPERIENCE: 
· RESTAURANT SHIFT MANAGER (Officer-in-Charge) - SHAKEY’S PIZZA RESTAURANT
July 2018- March 2020 (BALACCI CORPORATION)
June 2015 – April 2017 (VALLIZZA FOOD CORPORATION)

Balanga City, Bataan Philippines
(With maternity leave due to delicate pregnancy)
-
In-charge in overseeing day-to-day restaurant operation and monitoring sales and profitability in achieving target deliverables.
-
Dedicated to guiding and coaching restaurant staff, shift managers, admin, and trainee managers as they carry out their duties. 

-
Create and prepare reports by analyzing the profit & loss methods and others admin tasks.

-
Conduct hiring process, plotting of schedules and training for safety standards, quality assurance, cleanliness, and sanitation, & service and hospitality to onboard employees.

-
Manage productivity level of employees to lower down labor cost

-
Check trends, place orders, and checking of stocks and inventory to maintain low food costs including monthly inventories. 

-
Promote sales building effectively and implement local restaurant marketing programs to drive trials and create repeat business. 

-
Committed to handling guest feedback and complaints by immediately addressing the concern.

-
Responsible for reassuring overall team product knowledge considering health-conscious guests and with special needs.

-
Devoted to creating action plans, recognizing performers, and provide updates on relevant developments and critical matters needing emphasis including repairs and maintenance of the store for store audit preparations.

-
Conduct monthly meeting to staff for new systems memos and store performance update.

-
Deliver commitment to guests by providing high-quality food products and services at great value for money and customer satisfaction by keeping the environment of the store through fun and family ambiance.
· FOOD SERVER, GUEST RELATION STAFF, CASHIER - SHAKEY’S PIZZA RESTAURANT
(HR STAFFING & MANAGEMENT MANPOWER)
November 2014 – June 2015

Roman Superhighway, Balanga City, Bataan Philippines
· Performs store opening and closing procedure of dining area, function room and restrooms. 
· Take customer food orders, serving the food, buss-out, set-up dining table, anticipate guest needs and enter information into the point-of-sale terminal and accurately process payments following cash handling policies and procedures. 
· Provide outstanding hospitality and service to guests & doing suggestive selling.  
· Monitor all FOH areas, restrooms and parking lot, for spills, dirt and/or trash and provide prompt maintenance, as required. 
· Comply with Food Handler certification practices regarding personal hygiene, cleanliness and food handling. 
· QUALITY ASSURANCE INSPECTOR - SUMI PHILIPPINES WIRING SYSTEM CORPORATION 
Hermosa Ecozone Industrial Park, Palihan Hermosa, Bataan Philippines
July 2013 – May 2014 
· Responsible for verifying, analyzing and improving the total in-process defect to ensure that products and quality target levels are efficiently met and effectively implementing all related documented procedures to ensure good productivity and efficiency with good conformance to specified requirements. 
TRAININGS ATTENDED:
· MANAGEMENT DEVELOPMENT PROGRAM 
Food Safety and Sanitation & Root Cause Analysis

Cashiering and Back of House Lecture

Assembly and Kitchen Expediting

Enhanced Guest Service & Front of House Lecture

Key Results Area Shift Management Assessment

· Hiring & Scheduling

· Stock and Inventory

· Building and Equipment Facilities

· Delivery and Marketing

· Administrative and Finance
IFFSI CENTER FOR LEADERSHIP AND TRAINING

PASAY CITY, MANILA 
       June 2015 – September 2015
· Games Hosts - BUSCH GARDENS (WORK AND TRAVEL CULTURAL EXCHANGE PROGRAM)
Williamsburg, Virginia, United States of America 

March 2012 – June 2012 

· Interact with guests to encourage play and repeat play at assigned location(s) with constant use of voice and high physical energy when needed. 

· Responsible for enforcing rules, awarding prizes and other supervisory assigned tasks as related to Games Operations. 

· Responsible for till and inventory management which includes creating sales, completing cash transactions and physical inventory counts. 

· Maintains cleanliness and organization throughout each shift in each assigned location. 

· SUMMER ENHANCEMENT PROGRAM 
              Module 1: Food and Beverage Service 
              Module 2: Bar Management 
              Module 3: Housekeeping 
              Module 4: Front Office 
              Module 5: Events Management 
              BATAAN PENINSULA STATE UNIVERSITY MAIN CAMPUS CITY OF BALANGA, BATAAN 
 April 25 – May 6, 2011 
SEMINARS ATTENDED: 

· CRUISE LINE, BARISTA, FOOD STYLING AND EMPLOYEES WELFARE, BENEFIT, CONDUCT DISCIPLINE SEMINAR
Crown Royal Hotel, Bataan 

September 07, 2012

· A SEMINAR ON GLOBAL TOURISM, EVENT MANAGEMENT, GLOWING JOBS IN HOSPITALITY INDUSTRY AND CULINARY INNOVATION 
Lou-is Restaurant, Bataan

February 13, 2012

· INTRODUCTION TO CABIN CREW PROFESSION 
PHILIPPINE AIRLINES LEARNING CENTER (PALC) 
Manila, Philippines 
February 21, 2011 
· BUTLER SERVICES
Opera Training Demonstration and Housekeeping
Food and Beverages Service 
PAN PACIFIC MANILA, Philippines 
March 5, 2010 
· CAREER OPPORTUNITIES AND PROSPECTS IN THE HOSPITALITY INDUSTRY
Front Office, Housekeeping and Flower Arrangement 

Bar Tending and Food Service 

Bed Making and Table Set-up 

Travel Service and Tour Guiding 
Demonstration on Baking and Pastry & Commercial Cooking 
BATAAN HOTEL AND RESTAURANT OWNER’S ASSOCIATION (BHROA) 
December 9, 2009 
EDUCATIONAL BACKGROUND 
	Tertiary 
	 
	: 
	Bachelor of Science in Tourism Management 
Bataan Peninsula State University Main Campus 

	 
 
	 
	 
	Capitol Compound, City of Balanga, Bataan 

2009– 2013 

	 
Secondary 
	 
	: 
	Bataan National High School 

	 
 
 
	 
	 
	Roman Super Hi-way City of Balanga, Bataan 

	 
 
 
	 
	 
	2005–2009 

	Primary 
	 
	: 
	Balanga Elementary School 

	 
 
	 
	 
	Talisay Balanga, Bataan 

	 
	
	 
	1999-2005


PERSONAL DATA 
	Date of Birth  
	: 
	November 8, 1992 

	 
Place of Birth  
	: 
	Tenejero Balanga City, Bataan Philippines 

	 
Height  
 
	: 
	5’3 inches 

	 
Weight
 
	: 
	60 kg 

	 
Citizen  
 
	: 
	Filipino 

	Language Spoken 
	: 
	English / Tagalog 

	 
Civil Status 
 
	: 
	Married 


CHARACTER REFFERENCES 
· MS. JOCELYN B. MORALES 

FORMER OPERATIONS MANAGER 

SHAKEY’S MALOLOS, BULACAN
+63 915 727 8814 

· MR. GILBERT T. DAVID 
OPERATIONS MANAGER 

FRANCHISE SHAKEY’S ILLESCAS GROUP
+63 917 132 4938 

· MS. MERYNISSA DE LEON

               SHIFT MANAGER

               SHAKEY’S BALANGA, BATAAN
               +63 950 676 1482
    I hereby certify that the above information are accurate and correct to the best of my knowledge. 

       LEE ANN MAY A. PUNZALAN 
    Applicant’s Signature 
