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Career Objectives:

	To be able to obtain a position in a company where I can share, enhance, utilized  my knowledge, management skills, interpersonal and communication skills, and training experience.


Work Experiences:

October 2019- December 2022		Office Assistant
						Calaguas Pastrana Construction Inc.
						(Industrial Valley, Marikina City)


Duties and Responsibilities:
· Inventory of raw materials and supplies
· Representative in bank activities
· Do payroll of workers
· Encoding of receipts


March 2013- April 2014			Store Manager
						J.Co Donuts and Coffee Philippines
						(The District Ayala Mall, Cavite)


Duties and Responsibilities:
· Supervise productivity of bakers and front liners in everyday activity. 
· Prepares work schedule of all Front Liners and Bakers during operations, including Assistant Manager, Shift Manager, MT’s, and Team Leaders schedule.
· Supervise the inventory within the bar, dining and cashier’s area.
· Directly reporting to Area Manager and  Operations Manager regarding everyday operations and transactions.
· Assist the staff in doing daily, weekly and monthly inventory.
· Check and monitors staff working conditions and store transactions.
· Updates Weekly and Monthly Sales Report and Discussed during scheduled Manager’s meeting.
 
					


November 2011- April 2012       		         Assistant Supervisor
						         Kitchen’s Best Home Patisserie
						         (The Fort, Taguig City)

Duties and Responsibilities:
· Supervise kitchen and dining staff. 
· Prepares the work schedule of all kitchen and dining staff.
· Supervise the inventory within the bar, dining and cashier’s area.
· Directly reporting to Chief Operations Officer regarding everyday transactions.
· Assists the staff in doing daily, weekly and monthly inventory.
· Check and monitor staff working conditions and store transactions.


December 2010- May 2011			 Shift Leader	
						Golden Donuts, Inc.	
						Dunkin Café - The Fort Hamptons
						(Taguig City)

Duties and Responsibilities:
· Supervise kitchen and dining staff.
· Prepares the work schedule of all kitchen and dining staff.
· Supervise the inventory within the bar, dining and cashier’s area.
· Directly reporting to Store Manager and Store Supervisor regarding everyday transactions.
· Assists the staff in doing daily, weekly and monthly inventory.
· Checks and monitors staff working conditions and store transactions.



June 2007- September 2010			Admitting and Discharged Staff
						Cardinal Santos Medical Center
						(Wilson St., Greenhills San Juan City)	

Duties and Responsibilities:
· Assist patients with room requirements.
· Inform patients of hospital rules and regulations.
· Assist patients in filling up admission forms.
· Updates daily report in hospital admissions.
· Inform patients regarding payments and expenses for their scheduled procedure.
· Give patients proper time schedules of doctors’ clinic and their room numbers.






July 2005- February 2006			Team Leader & Stock Clerk
						Tubby Fashion Inc.
						(Shangri-la Plaza Mall Branch)	

Duties and Responsibilities:
· Supervise the daily inventory of store products.
· Assist customers in choosing the clothes they require.
· Do the cashiering work.
· Makes the daily report for sales and report to the Store Manager and Area Manager.



September 2003- June 2005			Sales Assistant & Stock Clerk
						Tubby Fashion Inc.
						(Shangri-la Plaza Mall Branch)	

Duties and Responsibilities:
· Supervise the daily inventory of store products.
· Assist the guest in choosing proper attire for respective occasions.
· Do the cashiering work.

Educational Attainment:

1999-2003 Bachelor in Business Administration major in Management
Polytechnic University of the Philippines
Mabini Campus Sta. Mesa, Manila
· College of Business Councilor
· Class president (2001-2003)
· Junior Management Society Member

1995-1999 Secondary Education
Elpidio Quirino High School
Bacood Sampaloc, Manila
· E.Q.H.S Softball Player (outer fielder)
· E.Q.H.S Choir Member (soprano)
· Class treasurer

1988-1995 Primary Education
Tomas Earnshaw Elementary School
Punta Sta. Ana, Manila
· T.E.E.S Glee Club Member
· The Creed Journalism Member



Special Course:  

VGB Center for Training and Dev’t. Corp.		Caregiver Course (6 months)
Taft Avenue, Malate Manila				February 20- August 11, 2006
Pinoy May Kapansanan				On-the-job training
Malibay, Pasay City					August 28- Sept. 25, 2006(160 hours)

Trainings and Seminars Attended:

Cardinal Santos Medical Center	Cardinal Santos Academy for Patients Recovery & Customer Service Excellence Module 1
	October 5-6, 2009	

							Customer Service Training
							November 17, 2008	

							JCI 14 Element’s Orientation
							December 3-14, 2007


Special skills / Interest: 
· Knows to operate the following software: Microsoft Word, Excel, Internet Explorer, Fax Machine, Scanner
· Writing Composition
· Singing


Personal Background:
Age:				36 years old
Gender:			Female
Civil Status:			Married
Weight:			176 lbs.
Height:				5’1
Language Spoken:		English and Tagalog
Interest:			Watching movies and culinary shows. 	


Character Reference:

Mr. Leean Pineda			 – Admitting and Discharged Officer
		          			Cardinal Santos Medical Center
		          			Wilson St. San Juan City, Manila
					(09276028930)

Mr. Eduardo Abao Jr.	 	– Store Manager (THE DISTRICT BRANCH)
				     	J.Co Donuts and Coffee Philippines
				       	(09173143799)

Ms. Grace Ng.			- Senior Cashier
					Cardinal Santos Medical Center
		          			Wilson St. San Juan City, Manila
					(09234268606)
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