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MARIA LOURDES R. CELEDONA
347 Sto. Niňo, Lapasan, Cagayan de Oro City, Philippines
Mobile: +639451354593
Email:  mariaceledona85@gmail.com
Status: Single
SUMMARY & PHILOSOPHY

	Eight years of success in responsible restaurant management. Proven ability to learn quickly, assess problems, and initiate corrective action. Comfortable in fast-paced, high-stress situations requiring attention to detail and follow-through. Able to motivate personnel to high performance standards and excellence. Demonstrated success in organizing tasks, increasing efficiency, and obtaining maximum results from limited material and manpower resources. Multi-lingual professional with excellent communication skills.
 EDUCATION

	Certificate in Professional Teaching – AMA University                                                      October 2017

BS, Applied Mathematics - Mindanao University of Science and Technology                       March 2006

High School Diploma – Misamis Oriental General Comprehensive High School                    March 2002
PROFESSIONAL EXPERIENCE

	Greenwich Pizza Corp., Cagayan de Oro, Philippines – Food Service Supervisor Aug. 2019 – present
Operations planning. Sales forecasting and scheduling staff to match the forecast. Leading the team through successful shifts. Managing money and making deposits. Train staff in job duties, sanitation and safety procedures. Ordering inventory and keeping up with discard dates to ensure quality products. Customer service and conflict resolution. 



Rayong English Programme School, Ban Chang, Thailand – Math Teacher        Oct. 2015- May 2019 
Teach secondary maths. Developed secondary maths curriculum to guide bilingual teaching. Adapting Mathematics and English curriculum for individual, small group, and remedial instruction to meet the needs of identified students or subgroups of students. Developed lesson plans and class material – combined instruction with demonstration to clearly communicate objectives to class. Marking and recording worksheets. Teach students in such a manner that they understand the subject and gain knowledge. 
Rawaq Café and Restaurant, Abu Dhabi, United Arab Emirates – Restaurant Supervisor 2011 – 2015
Oversee the works of the staff. Set example for delivering excellent customer service. Trains and coaches team members on standard procedures to attain company’s expectation. Managing cash reports like petty cash, preparing bank deposits etc. Responsible for scheduling and assigning specific duties to employees. Updates and follow-up all training files in the store. Forecast sales weekly for proper inventory management.
Jollibee Foods Corporation, Cagayan de Oro, Philippines – Fast Food Supervisor 2009-2011
Supervise service and production processes to ensure company’s standards. Prepares plans and obtains approval to Restaurant Manager. Establishes quality control standards and procedures and maintain strict adherence to those standards. Coordinates with the scheduling manager to ensure enough manpower in the station. Coaches and trains production and service crew. Evaluate performance of crew, recommends promotion, additional training or termination.
Grand City Hotel, Cagayan de Oro City, Philippines - Receptionist/ Administrative Assistant 2006-2009
Performed wide- variety of job duties including front desk clerk, booking in charge, receptionist and customer service assistance. Performed responding to complaints, service issues and other general questions or concerns as appropriate. Filling and mail distribution. Maintain hotel room inventory and accounting tasks. Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable). Enters data into computer system using defined computer programs.
SKILLS



  


	


· Proficient in MS Office, MS Excel
· Minor Accounting

· Managing Discipline and Dealing with Conflict
· Motivational Skills

· Planning, Problem Solving and Decision-Making
· Communication, Interpersonal and Leadership Skills
TRAININGS AND SEMINARS
	


             Essential Food Safety Training Certificate                                                             April 8, 2014
             Abu Dhabi Food Control Authority
             Syscom College

             Abu Dhabi, United Arab Emirates
Basic Operations Training Program                                                                        2009 to 2010
(Phases 1-6) Management Training Program
Jollibee Foods Corporation

Regional Business Unit/ Cebu City. Philippines
AWARDS
	Teacher’s Award, Rayong Private Schools Association – Thailand                                 January 16, 2018

Outstanding Employee, United International Group – Abu Dhabi, U.A.E                   December 13, 2013
OTHERS

	


International English Language Testing System (IELTS)
Total Band Score: 6

Date Taken: September 9, 2017
British Council - Bangkok, Thailand
