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CAREER OBJECTIVE:
	
       To become a versatile and adaptable individual in a fast growing company which offers continues opportunity for an excellent career development.
DESIRED POSITIONS: Office Staff, Management Trainee
______________________________________________________________________
EDUCATIONAL ATTAINMENT:
Tertiary	:	Cagayan State University
			(2011-2015) 
Bachelor of Science in Hospitality Industry Management
 Bachelor of Secondary Education (EU) @ FL Vargas College Caritan Campus
(2019-2020)
Secondary:   Camalaniugan National High School
			(2006-2010)
Primary	:	Ziminila Elementary School
			(2000-2006)
PERSONAL PARTICULARS:

Date of Birth:        June 22, 1994
Place of Birth:       Camalaniugan, Cagayan
Age:                      29 years old
Civil Status:          Single
Height:                 150 cm
Weight:                110 lbs.
Language:            English
TRAININGS
· Front Office
St. Patrick Garden Hotel
Aparri, Philippines
· Housekeeping and FBS
     Great Eastern Hotel Aberdeen Court
	1403 Quezon Avenue, Quezon City Philippines
SEMINAR ATTENDED:
· A Day with the Master Chef Pablo “Boy” Logro
	(September 20, 2014)
· Seminar Training-Workshop on Exploring the K-12 Basic Education Curriculum
   (November 8-10, 2019)
______________________________________________________________________
WORK EXPERIENCE:
· Barista/ Dining Staff/Cashier/Host
Nono’s Restaurant
Podium Mall
Ortigas City, Philippines
October 10, 2017- March 23, 2018
· Dining Staff/Cashier/Barista/Host
Vanderlust Bistro and Patisserie
Podium Mall
Ortigas City, Philippines
June 15,2018-July 31, 2019
✓Attends to all guest needs
✓Responsible to customer complaints tactfully and professionally
✓Ensure that food and beverages ordered by guest are delivered on time within the company standard
✓Responsible for the cleanliness and completeness of table set up
✓Check back with guest to see how they enjoy their stay, the food and the ambiance
✓Bust out tables and prepare fresh table settings
✓Ensure that excellent guest service is observed and practiced at all times
· Branch Custodian/Assistant Station Head
Ninjavan Philippines
Diversion Road Tuguegarao City
September 28,2020-October 23,2021
✓Managing day to day operations of the station
✓Facilitate push off of riders every morning and check if parcels are accurately added to their route
✓Communicate with riders if there are problems  during their route
✓Monitoring rider’s route
✓Route inbounding of riders’ deliveries of the day (COD, reasons of returned parcels, check individual and team performance)
✓Supporting the Station Head in disseminating updates to riders from higher management
✓Perform other tasks given by Station Head or the Area Manager
· COD Analyst
Shopee Xpress
Aparri, Cagayan
January 31,2022- September 30,2022
✓Check updates in finance tracker from time to time and fill out necessary information before approving ticket uploaded from rider's application.
✓Monitor rider’s route
✓Receive cash from riders who failed to remit collections in remittance centers
✓Ensures money received is complete and accurate and no cash is lost
✓Make sure that no counterfeit money is being remitted
✓Reconcile end of day reports
✓Summarize remittances
✓Prepare deposit slips and Remittance Report form
✓Endorse the collection to Hub Coordinators
✓Take pictures of deposit slips and acknowledge RRF to finance onedrive.
•Billing Clerk
✓Receive charts from ward.
✓Check attachments and PHILHEALTH eligibility.
✓Prepares bill of patient and photocopy the necessary attachments.
✓Inform  different wards for claims that are ready for signature and issue clearance of patients.
_____________________________________________________________________
CHARACTER RREFERENCE
RANDIE P. SIMANGAN
Administrative Officer IV
OIC Billing Unit
Cagayan Valley Medical Center
+639358613168

Aldrin C. Baloran
Hub Lead
Shopee Xpress Aparri
+639178291700

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


CRISTY A ARELLANO
Applicant
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