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2241 BO. Roxas Street Tondo, Manila girliemaecastro08@gmail.com 
+639456022439 
 
OBJECTIVE: 
To apply in an institution for a job that would develop further my skills and talents for continuous career improvement. 
 
 
WORK EXPERIENCE: 
 
 
Position: BROKER REPRESENTATIVE/OFFICE STAFF 
Company: EAV CUSTOMS BROKERAGE 
                  EAV TRUCKING SERVICES
Address: UNIT-201 A,2/F VELCO CENTRE, R.S. OCA COR. A. C DELGADO ST. BRGY 650 ZONE 068 PORT AREA 
Date: JANUARY 2022-UPTO PRESENT 

DUTIES and RESPONSIBILITIES 

· Checking of list for gatepass on the day. 
· Printing of needed documents (SSDT,set of entry) to be attached together with the gatepass. 
· Process payment thru online payment system of Asian terminal webtract for south port.
· Proceed payment thru online for ICTSI (International Container terminal Services Inc.) 
· Everyday Recording of containers with entry no. container nos., addresses and codes and bill of landing for each container in excel.
· Generate gatepass and attached all the necessary documents needed to pull-out the container in the designated port.
· Monitor truck to pull-out container from the designated port from entering the port to loading of containers to the truck chassi to x-ray until it departed and delivered to the designated warehouse.
· Process pre-advises for the cosco shipping lines thru email for empty return.
· Distribute daily gatepass with cash advances to all trucking who will pull-out the containers from the port.
· Process billings from the trucking.
· Online ticketing of documents lodge by broker to the Bureau of customs through online.
· Online ticketing of gatepass details to proceesed by customs needed by truck to depart from the port.







Position: Shift Supervisor 
Company: Kape Pilato Bistro Café and Restaurant (Pagcor Branch) 
Address: 1814 San Marcelino, Street Malate, Manila 
Date: May2018-to March 2019 
 
Position: Cashier 
Company: La Thessa Foods Inc. (Jollibee Asturias) 
Address: Asturias Street, Sampaloc, Manila 
Date: September 2017-Dec.2018 
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· Greet and smile to the customers. 
· Taking orders and do suggestive selling. 
· Receive and Process payments for goods. 
· Operate computerized cash registration 
· Stock shelves and clean counters 
· Maintain records in inventory control system 
 

Position: Shift Supervisor  
Company: Electric Foods Inc. (A&W Restaurant) 
Address: 100-500 Country Hills Blvd. NE Calgary, Alberta 
Date: January 27,2013-April 21,2015 
 
DUTIES and RESPONSIBILITIES 
 
· Greet ,smile and take customers order 
· Handling money and operates debit/credit machines 
· Serving and assembling orders 
· Stock counter shelves 
· Clean and sanitize the tables, chairs, sweeping and mopping the floor(dinning, Kitchen and washroom). 
· Wash and sanitize machines using in the counter station and kitchen station(Grill, Fryer, milk shake, vendo). 
· Preparing burgers, chicken strips, salad and fries for customers. 
· Handling proper food procedures. 
· Maintain complete bills and coins for cashiers. 
· Process cashier report (cut-off procedures for cashiers and overall sales) 
· Audit safe fund and balancing cashiers sales upon cut-off. 
· Encoding of sales, receipt(petty cash),inventory, checking time cards, and encoding of waste. 
· Checking of temperature(meat, machine, chiller, chicken)and if the machines are in good condition. 
· Manage and train staff at work. 
 
 
Position: Administrative Assistant 
Company: Jollibee Asturias (under Jafra Multipurpose Cooperative Inc.) 
Address: Asturias Street, Sampaloc, Manila 
Date: September 2010-July 2012 
 
DUTIES and RESPONSIBILITIES 
 
· Cash control ensures availability of bills and coins for store operation. 
· Daily Audit of store funds, petty cash fund,  master cash fund, and  drawer cash fund. 
· Ensure petty cash receipt attachment is valid and complete. 
· Facilitates completeness of documents and sales/BIR report printing. 
· Encodes meals and product charges for the month. 
· Visits regular customers and nearby establishment within our retailed area for sales call and possible big orders.  
· Taking customers order accurately and ensures in giving excellent service with the customers. 
 
 
Position: Administrative Assistant 
Company: La Thessa Foods Inc. (Jollibee Asturias) 
Address: Asturias Street, Sampaloc, Manila 
Date: August 2009-January 2010 
 
 DUTIES and RESPONSIBILITIES 
 
· Cash control ensures availability of bills and coins for store operation. 
· Daily Audit of store funds ,petty cash fund,  master cash fund,and  drawer cash fund. 
· Ensure petty cash receipt attachment is valid and complete. 
· Facilitates completeness of documents and sales/BIR report printing. 
· Encodes meals and product charges for the month. 
· Visits regular customers and nearby establishment within our retailed area for sales call and possible big orders.  
· Taking customers order accurately and ensures in giving excellent service with the customers. 
 
Position: Administrative Assistant 
Company: La Thessa Foods Inc.(Jollibee Asturias) 
Address: Asturias Street,Sampaloc,Manila 
Date: August 2008-January 2009 
 
 DUTIES and RESPONSIBILITIES 
 
· Cash control ensures availability of bills and coins for store operation. 
· Daily Audit of store funds , petty cash fund,  master cash fund, and  drawer cash fund. 
· Ensure petty cash receipt attachment is valid and complete. 
· Facilitates completeness of documents and sales/BIR report printing. 
· Encodes meals and product charges for the month. 
· Visits regular customers and nearby establishment within our retailed area for sales call and possible big orders.  
· Taking customers order accurately and ensures in giving excellent service with the customers. 
 
 
Position: Service Crew (Cashier) 
Company: Jollibee Foods Corporation (Jollibee SM San Lazaro) 
Address: Felix Huertas Street, Sta.Cruz Manila 
Date: November 2007-April 2008 
 
DUTIES and RESPONSIBILITIES 
 
· Greet and smile to the customers. 
· Taking orders and do suggestive selling. 
· Receive and  Process payments for goods. 
· Operate computerized cash registration 
· Stock shelves and clean counters 
· Maintain records in inventory control system. 
 
 
 
EDUCATIONAL  ATTAINMENT: 
 
VOCATIONAL 
 
Course: Barista NC11 
School: Tesda Tayuman 
Address: Tayuman,Tondo Manila 
 
Course: Food and Beverage Services NC11 
School: Tesda Tayuman 
Address: Tayuman,Tondo Manila 
 
On the Job Training 
Kape Pilato Bistro Café and Restaurant and Orangenest Hotel 
200 hours 
October to November 2017 
 
 
COLLEGE 
Course: Under-Graduate of Bachelor of Science in Nursing(2005-2006) School: Centro Escolar University Address: Mendiola Manila,Phil. 
 
HIGH SCHOOL 
School: Paoay Lake National High School(2001-2005) 
Address: Nagbacalan,Paoay,Ilocos,Norte 
 
AWARDS and ACHIEVEMENTS 
· National Certificate ll in Barista 
· Certificate of Recognition in Barista(2nd Honor) 
· National Certificate ll in Food and Beverage Services 
· Certificate of Recognition in Food and Beverage(1st Honor) 
· Attend the cascade of 2008 Annual Operating Plan(feb.10,2008) 
· Crew Trainor 
· MVV winner, Excellence through Teamwork(April 2008) 
· Gold Standard during Store Manager Audit(April 23,2008) 
 
REFERENCES: 
 
Available upon request. 
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