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Mary Joyce L. Balitaan
#654 Darasa Compound Subdivision, Tanauan City,

Batangas, Philippines

Email Address: balitaanmaryjoyce@gmail.com

Contact number: +639062873302
Job Objective

To obtain a position that will utilize my earlier experience and knowledge by contributing to the progress and advancement of the company.
Keep finding a challenging position within an exciting employer where I will be able to continue to increase my work experience & develop my abilities.
Personal Information
Nickname

:     Joyce

Birth date

:     March 3, 1992

Birth place

:     Darasa Tanauan City

Age


:     29
Nationality            
:     Filipino

Height                
:     5’4

Civil Status        
:    Single

Language Spoken  
:    English & Filipino
Work Experience
Company: Alorica Lipa

             Location: SM City Lipa, Lipa City Batangas
Position: Customer Service(Grubhub Account) Duration: September 27, 2020 - present
Task and Responsibilities:
· Taking calls inbound and outbound services

· Providing great services to the customers

· Assisting the customer in their concern

· Helping the team to hit targets
· Helping the company to have a positive feedback by providing a good customer service
Company: The Results Companies               Location: Fiesta World Mall, Lipa City Batangas
Position: Sprint Telesales(call center agent)   Duration: August 27, 2020 - February 20, 2021
Task and Responsibilities:
· Taking calls inbound and outbound services
· Providing great services to the customers

· Assisting the customer in their concern

· Selling a product to the customer by creating their own needs

· Helping the team to hit targets
Company: Katrina Sweets&Confectionary   Location: Al Rashidiya, Dubai,UAE
Position: Sales Associate                                 Duration: February 16, 2017  – March 24, 2020
Task and Responsibilities:

· Provide highest level of customer service to every customer and improve it

· Take gently customer orders over the phone and at the counter

· Manage difficult situations with customer in absence of supervisor 

· Identify customer needs and problems and manage to address them
· Serve dine – in customers

· Retain the knowledge and explanation of the products

· Count and store all products

· Checking and following the standard temperature of the products
· Follow safe food handling guidelines. Keep work area sanitary and clean

· Ensure coordination with other departments

· Minimize time and improve quality to take customers order

Company: Subway                              
Location: Sama Tower, Electra St, Abu Dhabi,UAE
Position: Store In-charge/ Service Staff         Duration: November 1, 2015  –  January 28, 2017
Task and Responsibilities:

· Helping the store production

· Maintaining the cleanliness of the shop
· Handling cash register

· Inventory of the products 
Company: McDonalds’s (Golden Arches)
Location: 055 Lipa Ayala, Lipa City Batangas
Position: 2nd Assistant manager
            Duration: January 16, 2013 –  May 30, 2015

Task and Responsibilities:

· Securing the cleanliness of the workplace

· Checking the operation of the store

· Handling customer relation

· Assisting the operation manager in maintaining the profit of the store
Education
Institution Name:  
            La Consolacion College Tanauan
            Location:                       A. Mabini Ave. Tanauan City Batangas 
            Institution start date:    June 2009
            Graduation date:          March 2013
            Field of study:              Bachelor of Science in Hospitality Management Major in Hotel 




and Restaurant Management
 Institution Name:  
            La Consolacion College Tanauan
            Location:                       A. Mabini Ave. Tanauan City Batangas 
            Institution start date:    June 2008
            Graduation date:           April 2009
            Field of study:                High school

Institution Name:  
            Daughters of Mary Immaculate School 
            Location:                       Tanauan City Batangas
           Graduation date:           March 2005
            Field of study:                Elementary  

Trainings
Company: Six Flags Discovery Kingdom 
Location: 1001 Fairgrounds Drive Vallejo,   








     California 95687
Position: Food and Beverage Section       
 Duration: March 20, 2012 – June 20, 2012

Task and Responsibilities:

· Food Preparation

· Operating Equipments

· Operate Cash Register

· Greet and take food orders to the park guest

· Cleaning food units

Company: Highlands China Palace 

Location:  Tagaytay Highlands, 






    Tagaytay City, Philippines
Position: Food and Beverage Section       
 Duration: April 1, 2011 – May 15, 2011

Task and Responsibilities:

· Lauriat Service

· Taking beverage and food orders

· Assisting guest needs

· Greet newly arrived guest
Skills and Qualifications
Languages and Level: Intermediate

Skills:
 


· Efficient in using Microsoft Office Tools such as Word, Access, Power Point, Excel and Front Page.

· Efficient in using the Internet.

· Excellent written and verbal communication skills, with an eye for detail. 

· Excellent in presentation skills.

· Able to learn and apply quickly and effectively.

· Hardworking and able to work in a fast-paced environment and handle multiple tasks concurrently 

· Creative ability to solve unusual or difficult problems when logical methods have failed.

· Demonstrated ability to meet deadlines, and set priorities. 

· Demonstrated ability to quickly diffuse heated customer situations. 

· Extremely productive in a high volume, high stress, environment. 

· Highly motivated individual, team player, with a tendency for leadership when possible
Special Awards/Certifications: 
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 International Practicum Excellence Award
 


– Practicum Training (Food and Beverage Section) Certificate
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 California Food Handler (Food Handler Assessment) Certificate
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 National Certificate II in Commercial Cooking (TESDA)










                      Mary Joyce L. Balitaan
