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GERMAINE J. JOAQUIN                                                                           
Blk. 7 Lo 15, Tenessee Home Subd.
Brgy. San Pablo, Sto. Tomas
Batangas, Philippines

0917-138-0423/ (043) 784-47-69
germainejoaquin25@gmail.com                                                                                                             


CAREER OBJECTIVE
To secure a position with a reputable organization with a fast-paced environment that will bring about a lasting relationship in the field and utilizing extensive experience in performing tasks with a great attention to detail.
EDUCATION
Masters in Management Technology
De La Salle Lipa

JP Laurel National Highway, Lipa City, Batangas

2015 up to 2018
Bachelor of Science in Hotel and Restaurant Management

De La Salle Lipa

JP Laurel National Highway, Lipa City, Batangas

2010-2012

AWARDS RECIEVED
Most Attentive Student

H3B1 Chemistry 1 Laboratory Class

MB405, Mabini Building, De La Salle Lipa

March 12, 2012

Table Setting and Skirting Competition
HRM Week Celebration

Bro. Henry Virgil Gymnasium, De La Salle Lipa

January 29, 2009
TRAININGS AND SEMINARS ATTENDED
Practicum

City State Tower Hotel

#1315 A. Mabini St., Ermita, Manila

May 07, 2012- July 14, 2012

Hotel Familiarization Training

Sofitel Philippine Plaza

CCP Complex, Roxas Blvd. Pasay City, Manila

February 24, 2012

2nd Batangas Food and Beverage Exposition - 

De La Salle Lipa, Sentrum
September 14, 2011

Educational Tour:

Restaurant, Banquet and Catering Operations

Q Bistro

Ortigas Center, Pasig City

February 26, 2010

Barista Basics: Coffee Session with the Academe

Gloria Jean’s Coffees

Level 2, East Wing Main Entrance,

Robinsons Galleria, Quezon City

February 26, 2010

Bar Exposure Program

T.G.I Friday’s Galleria

Level 2 East Wing Robinsons Galleria, Quezon City

February 26, 2010

Practicum

Hotel La Corona Lipa

J.P Laurel Highway

Pilahan Sabang, Lipa City, Batangas

January 12- February 10, 2010

“Feast of Mind” 
Topic: Destination Planning and Development; A Personal Journey Front Office Management and Right Attitude towards Guest Fusion of Negros and Asian Cuisine

University of St. La Salle,Bacolod City


September 16-18, 2010

Practicum 

Hotel Chez Avenir, De La Salle Lipa

November 19, 2009- January 05, 2010

Stay and Learn Live in Seminar

Lima Park Hotel
Malvar,Tanauan City

October 3, 2009
WORK EXPERIENCE
Kenny Rogers Roaster

Ground Level, Lifestyle Center, Greenhills Shopping Center
Ortigas Ave., Greenhills
San Juan, Metro Manila, Philippines

November 2012- January 2013
Host/ Hostess
· Greet the guests as they enter the restaurant and either shows them to their tables or to a waiting area.
· Answer guest inquiry.
· Handle guest’s needs.
· Assist guest in take-out orders.
· Stock and maintain condiment station.
· Set tables, alignment and balance.
· Clean and buss tables when necessary.
· Perform table visits.
· Monitor traffic flow in the ‘queue’.
· Thank the guest before leaving.
Dining Attendant

· Greet the guests as they enter the restaurant and either shows them to their tables or to a waiting area.
· Answer guest inquiry.
· Handle guest’s needs.
· Assist guest with their orders.
· Check bussing station every 10-15 mins.
· Stock and maintain condiment station.
· Stock utensils at the frontline.
· Set tables, alignment and balance.
· Clean and buss tables when necessary.
· Clean fixtures and floors.
· Thank the guest before leaving.
Cashier

· Smile and greet the guest.
· Politely take the order.
Do suggestive selling.

· Confirm the order by repeating it to the guest and state the bill.

· Receive payment.

· Give the pending number.

Inform the guest that his food, beverages and utensil will be delivered at his table.

· Thank the guests and ask for repeat business.

· Accepts cash, checks, or bankcards for payment; completes check and bankcard transactions according to established procedure.

· Counts money, gives change and issues receipt for funds received.

·  Calculates discounts or references; requests customer identification for certain discounts and receipts as required. 

·  Maintains sufficient amounts of change in cash drawer. 

·  Balances cash drawer and receipts; documents discrepancies.

Makiling Hauling and Integrated Services, Inc.

Sto. Tomas, Batangas

October 2014- up to present

Administrative Staff

· Attending phone calls

· Replying to the emails received by the clients.

· Planning and scheduling meetings.

· Appointing new employees and give training.

· Helping the manager in conference.

· Doing regular research and ensuring company’s success

· Using fax machines and scanners.

· Regular interaction with all the staff members including technical department.

· Maintain office files and documents.

· Ensuring employee’s safety in the office is also one of the main responsibilities of an administrative assistant.

· Need to come up with all new ideas in order to improve company’s profits.

· Finding best solutions to overcome any hurdles in the company.

· Observing all the staff members performance and giving feedbacks based on their performance.

Purchasing Assistant
· Provide administrative support on purchasing related tasks.
· Process and issue Purchase Order and generates reports.
· Maintains records and follow up files of purchases, shipments, and related matters.

· Maintains files of descriptions of available supplies and inspect products received for quality and quantity to ensure adherence to specifications.
· Maintain strong working relationship with our suppliers.
PERSONAL INFORMATION

Age


:
29 years old


Date of Birth

:
May 7, 1992


Place of Birth

:
Las Pinas City

Civil Status

:
Single


Citizenship

:
Filipino


Height


:
5’4”

Weight


:          132 lbs.


Religion

:
Roman Catholic
SKILLS
Computer Skills

: 
Microsoft Word, PowerPoint and Excel 

Communication Skills
:
Both Oral and Written

Others
:
Leadership, Teamwork and Organization, Flexibility, 
Adaptability, and Managing Multiple Priorities, attention to detail & organized, customer service oriented, Positive Attitude, Motivation, and Willingness to Learn, Dedication, Hard-Working, Work ethic, and Interpersonal Skills.
