Jemerson Galendez Jabonete
# 90 Rose St. Purok 2,City
Contact No: +639281458720
Email: Jemersonjabonete@yahoo.com.ph

CAREER OBJECTIVE

To be hired by the company where I can use the best of my knowledge and skills. To learn more and develop myself as I take my career path. I am hardworking and dedicated employee. Willing to work overtime if needed. Excellent capacity to retain new things.

EDUCATIONAL BACKGROUND

Our Lady of Fatima University –Antipolo
Bachelor of Science in Business Administration
Major in Marketing Management
2012-2016

WORKING EXPERIENCE

· Shift Manager 
Burger King Philippines
PERF Restaurant Inc.
May 2023 – Present
      Job Descriptions
· Interacts with the customers and assists their needs
· Takes the roles in ensuring guests satisfaction is being achieved 
· Responds to Guest complaints in a timely manner 
· Communicates important information to the management and team
· Trains, orientates, and monitors team member 
· Leads team members in achieving daily shift targets 
· Supervises team members to ensure that all tasks are being done
· Completes all required shift reports, checklists and documentation 
· Assists Restaurant Manager in driving sales and profitability 
· Responsible for shift cash procedures and cash reports
· Ensuring company standards and policies are being followed 
· Responsible for accomplishing Daily Sales, Food Costs and Labor Reports 
· [bookmark: _GoBack]Making sure of a smooth flow at the service and production area.





· Operation Assistant/Admin
Outwit Inc.
 October 2021- February 2023
Job Descriptions; 
· Checking of Account Information of clients, Monitor transactions details
· Transferring clients’ money to their new account to avoid fraud.
· Test transfer to check if the client account is normal or not.
· Report any discrepancy in clients account, Record transactions using excel sheet
· We are using Mobile device to access the clients account so that’s why we need to manage and secure the devices we are currently holding.
· Submit daily and weekly report to ensure the efficiency of the transactions.
· Follow SOP to avoid mistakes, Daily Inventory of the device
· Sending advertisement via Telegram Application to attract our potential customer to avail the services of the company.
· Report to manager, Prepare Team Building Activities, Quality Assurance of transactions 
· Prepare and file financial report for team building expenses, Making SOP, Train New Staff

· Payment Associate/Administrative Assistant
Winway Business Support Inc
June 2017 to May 2020
· Payment Associate/Administrative Assistant
Lishen Computer Technology Corporation
June 06 to April 2017

Job Descriptions; 
· Collecting and transferring money via mobile banking in different account number and after that i need to encode it in excel sheet.
· Analyzing if the account (money) is collected or not.
· Preparing failed transactions via online banking (money) and sent it to our back office.
· Ensure all cards and excel sheet are balance before leaving the office.
· Responsible for the daily payment transactions processing (fund in/out). Ensuring all payments are processed accurately and in a timely manner, complying with all Standard Operation Procedures. 
· Handle all back office duties related to payments. 
· Perform all other support duties as may be required from time to time.





SPECIAL SKILLS

· Has knowledge in Computer software such as MS Word, MS Excel, and Power Point.
· Good communication and interpersonal skills
· Able to stand in long periods and do multi- tasking
· Flexible , People Oriented

TRAINING AND SEMINARS ATTENDED4th Junior Annual Business Student Congress
“Exploring Development Opportunities 
Through Countryside Entrepreneurship”
Plaza Del Norte, locos Norte 
November 29, 2013
28 Hour Computer Literacy Program
Diliman Computer Technology Institute
February 06 – May 08, 2011
Boardwalk YES!
“Young Entrepreneurs Sponsorship Program”
Our Lady of Fatima University (Antipolo Campus)
March 2013
A Guide to Prosperous Financial Life
Our Lady of Fatima University (Antipolo Campus)
January 30, 2014


A Guide to Prosperous Financial Life
Our Lady of Fatima University (Antipolo Campus)
January 30, 2014
5th Junior Business Student Congress
“When Ten Become One”
Crown Legacy Hotel, Baguio City
January 30-31, 2015
Training in SAP Business One
Our Lady of Fatima University (Antipolo Campus)
March 2014
360 Hours on the Job Training 
Centro Merchandising Department
CITISTORES INCORPORATION 
Pasig City
November 10 – February 09, 2016
SERV SAFE INTERNATIONAL
Food Safety Certificate 
July 26, 2023- July 26, 2028 








PERSONAL DATA

Age: 27 Years Old	Nationality: Filipino	Weight	: 70kl	Height: 5’3		
Languages Spoken: English and Filipino

REFERENCESMr.Toneco C. Erpe			Ms. Julie Ann Tuliao		Ms.Maricel Plando	
Human Resource Manager		Human Resource Head	HRBP/Translator
Winway Business Support Inc.		Lishen Comp. Tech. Corp	Outwit Inc.
09566836359				09272823121			09452641469



I hereby certify that the above information is true and correct to the best of my knowledge and belief.                                                          		
 Jemerson G. Jabonete
