Marnelli B. Agtang





Mobile: +639334858947
177 Silverio Compound Purok 1 Brgy. San Isidro Sucat, Parañaque City

E-mail: nelli.agtang@gmail.com
· Worked in various industries such as Education, Hospitality, Food Manufacturing, Sales and Marketing, Banking and Finance and Human Resources. Knowledgeable in basic office operations with MS office proficiency skills, customer centricity, learning aptitude and has good communication skills. A fast learner and able to adapt into a new environment. Responsible, a team player and work-oriented. Dedicated and hardworking with internal drive to deliver excellence. 

PROFESSIONAL EXPERIENCE: 

· Cubbyhouse Childcare Australia Pty Ltd – Baulkham Hills, NSW, Australia

 January 2020 – May 2022
Child Care Educator – Out of School Hours (OOSH)

KEY RESPONSIBILITIES:



· Before and after school care - to look after the children (from Kinder to Year 6 students) during out of school hours.
· Supervising the hygiene of children under care, by assisting them with toilet breaks, teaching them how to wash their hands properly, etc.

· Supervising children under care in outside areas of the childcare facility, including play equipment and other play areas.

· Preparation of food for morning and afternoon breaks.
· Preparation and teaching planned activities for arts and crafts, cooking and science experiments for the children in the centre.

· Jonah’s Restaurant and Boutique Hotel – Whale Beach Sydney, NSW, Australia
January 2022 – May 2022
Food & Beverage Attendant


KEY RESPONSIBILITIES:



· Greet incoming guests and guide them to their respective seat reservations.
· Hand out menus and explain menu items and specials.
· Take customer orders and encode to the system for preparation in the kitchen.
· Prepare cutlery for the guests before food service.
· Serve prepared food to the guest and clean tables after every course.
· Clean and table set up before the restaurant opening hours.
· Worked as back-of-the-house staff at times and do food service on the floor.
· Process customer payments.
· Manpower Services Australia Pty Ltd – Brookvale, NSW, Australia

         December 2021 – April 2022
Level 1 – Retail Assistant

KEY RESPONSIBILITIES:



· Worked at David Jones Warringah Mall; started as a Christmas Casual.
· Assigned at the Logistics Department and do packing of orders.
· Tagging of newly delivered clothes.
· Worked at the front entrance of the store for checking of Covid-19 Vaccination Certificate and verified check-ins at the mall.
· Help To You Pty Ltd – Northmead, NSW, Australia


       
January 2020 – November 2021
Staff Member / Cleaner

KEY RESPONSIBILITIES:



· Worked with a registered NDIS disability provider that provides essential services to participants with disability and their families.

· Empire Hospitality Australia Pty Ltd 

(Sheraton Grand Sydney Hyde Park) – Sydney, NSW, Australia

          June 2019 - November 2019
Room Attendant

KEY RESPONSIBILITIES:



· Cleaned guest rooms and changed linens according to specific company guidelines and ensured that each room met standard setup compliance.
· Used specific cleaning products in each guest room as per company procedures.
· Replenished each guest room with necessary supplies including water glasses, toiletries, and paper products.
· Made sure that each guest room was locked after performing housekeeping services and maintained complete security of such rooms at all times.
· M & H Food Corporation (HEN  LIN) - Philippines


April 2014  - September 2018

Purchasing Buyer / Assistant

KEY RESPONSIBILITIES:



· Main task was to prepare Purchase Orders for existing regular suppliers and all supplies as requested per departments.
· Continued sourcing of prospective new suppliers that can provide good quality products with a reasonable price. 
· In charge of handling petty cash releases, liquidations and monitoring. Prepared reports for petty cash replenishment.
· M & H Food Corporation (HEN  LIN) - Philippines

 
September 2010  - April 2014 Executive Secretary to the General Manager
KEY RESPONSIBILITIES:

· Reported directly to the President and the General Manager. 
· Performed administrative duties such as filing, clerical works, doing business correspondence, and served also as a Document Custodian. 
· Handled personal accounts and documents for management officers. 
· Acted as a personal assistant to the General Manager and for the Division Managers.
·   Promark Strategies (The Peninsula Membership              



             May – June 2010
  Card Office, The Peninsula Manila) - Philippines




                Administrative Staff






KEY RESPONSIBILITIES:

· Responsible in performing administrative functions such as filing, input data for membership records of clients, updating sales in the database, answer  phone call enquiries and coordinated with different departments inside the hotel. 
· HR related works such as assisting walk-in applicants, setting up for schedule of interviews and trainings; updating employment records of hired trainees. 
· Timekeeping for payroll computation.
· Ilyoshinmun, Inc. (Korean Newspaper) - Philippines         


September 2009 – February 2010
               Sales and Marketing Executive


KEY RESPONSIBILITIES:

· Main duty was to source out prospect clients for ads placement in the newspaper. 
· Submission of proposals for the clients and then follow-up for the feedback. Set an appointment with the advertiser and do product presentations.
·  Continued monitoring for the existing clients and deliver newspapers for subscription and complimentary copies.

· Bank of the Philippine Islands (BPI) - Philippines




    July 2007 – July 2008
               Sales Associate  






KEY RESPONSIBILITIES:

· Member of Sales and Marketing team for Bank Remittance. 
· Responsible for handling of account opening for Overseas Filipino Workers (OFW) and their beneficiaries. 

· Aims to market different products of the bank that caters to the OFW's by submitting proposals to various International Manpower Agencies and accredited PDOS (Pre-Departure Orientation Seminar) Centers to conduct orientations and clearly discuss the products of the bank that were offered.
· San Roque Human Resources Corporation (SRHRC) - Philippines

   September 2005 – November 2006  

Human Resource Staff

 
KEY RESPONSIBILITIES:


· Handled human resource procedures. 

· Main duty was to outsource qualified applicants to provide the clients' needs for additional manpower. 

· Conducted interviews, examination and orientations for selected qualified applicants.
· Attended job fairs and other related activities.
· Handled phone call enquiries and updating files of hired employees.
· International Elevator and Equipment Incorporated


           November 2003 – April 2004

 
(MITSUBISHI) - Philippines

Telephone Operator /Receptionist; Reliever Secretary

KEY RESPONSIBILITIES:

· Served as office front liner. 
· Handled customer enquiries. Assisted walk-in clients and visitors. 
· Received and sent documents and packages through deliveries.
· Received and did follow-up calls to clients. 
· Clerical works such as filing and encoding documents, business letters and proposals. 

· Performed as Assistant to direct officers.



EDUCATION:

· 2020 – 2021


Warwick Institute of Australia
Advanced Diploma in Leadership and Management





 
Pyrmont NSW 2009 Australia





· 1999 – 2003


Centro Escolar University

Bachelor of Arts in Mass Communication Major in Broadcasting
 



 
Manila, Philippines
