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[image: ]OBJECTIVES:
To acquire a long-term employment with a company where I can apply my professional skills and knowledge. My strong initiative and flexibility to adjust different kinds of people and situation as well as my enthusiasm in a challenging environment will make me an asset to the company.

[image: ]PROFESSIONAL EXPERIENCES:
SAFE TEA BLENDZZ CAFÉ
Badoc, Ilocos Norte, Philippines
(March 2021 – Present)

ASSISTANT MANAGER
· Open and close the restaurant
· Hire, train and mentor new staff members
· Schedule shifts and assign table sections to waitstaff
· Resolve customer questions and complaints professionally
· Conduct payroll activities accurately and on time
· Ensure the restaurant follows health and safety regulations
· Place orders for ingredients, utensils and equipment as stock is depleted or damaged
· Source better deals on resources and equipment as needed
· Record all income and expenses, make sure cash registers are balanced at the end of every shift

ROCKY REAL ESTATE LLC
Al Fahidi Street, Bur Dubai, Dubai, UAE
(November 2014 – December 2020)

RENEWAL DEPARTMENT (Renewal Executive)
· Renewal process for upcoming Lease (of the tenant)
· Monitor and updating data list and submit to management.
· Monitoring incoming emails and answer or forward as required
· Attending & assisting answering tenant queries & complaints
· Responsible for preparing New Tenancy contract.
· Updating incoming and outgoing documents / mails

SETTLEMENT DEPARTMENT (Archive clerk)
· Processing security deposit, Rent Refund of Tenant (Vacated Tenants)
· Monitor and preparing weekly meeting list as required.
· Monitoring incoming emails and answer or forward as required
· Attending, assisting, answering tenant queries & complaints
· Responsible for Daily vacating property list and distribute to area in-charge & property inspectors.
· Processing/Applying Electricity Bills for vacated tenants / Responsible for preparing bills and Paying for Monthly Bills for common areas.
· Responsible for preparing cheque/Balance refund of Tenant.


RECEPTION (Receptionist and Admin Assistant)
· Answer phone calls (Board line)
· Meet and greet public clients and direct them to the correct staff member.
· Coordinate messenger and courier service
· Receive incoming and outgoing mails.
· Maintain office filling.
· Update and maintain databases such as mailing lists, contact list and client and staff information’s.
· HR jobs (calling and checking applicants Resume)


RAIS HASSAN SAADI GROUP
Mankhool Road, Bur Dubai, Dubai, UAE
(September 2012 – September 2013)

RHS Cruise Department (Admin Assistant and Secretary)
· Answer phones and transfer to appropriate staff member and take and distribute accurate message. 
· Meet and greet public clients and direct them to the correct staff member.
· Coordinate messenger and courier service
· Receive, sort and distribute incoming and outgoing mails.
· Maintain office filling and storage systems.
· Update and maintain databases such as mailing lists, contact list and client and staff information’s.
· Update and maintain internal staff contact lists.
· Type documents, reports and correspondence
· Coordinate and organize appointments and meetings.
· Monitor and maintain office and pantries supplies.
· Processing visas for the crew member joining to the cruise ship in Dubai.
· Responsible for OK TO BOARD as required and confirming by their perspective airlines for the flights scheduled.
· Checking and monitoring shipments via website
· Responsible in updating for finalization of the complete crew movement sheet.





ROYAL ASCOT HOTEL
Bur Dubai, Dubai, UAE
(April 2011 – July 2012)

Chill Spa and Fitness Club Department (Receptionist and Cashier)

· Manage Bookings and booked clients as per requests.
· Meet and greet clients and visitors and offer some drinks.
· Receive payments by cash and credit cards and issue receipts and change due to customers.
· Actively promote spa treatments, services, retail, promotions/discounts available
· Answer calls & customers questions and provide information on procedures and policies.
· Count money in cash drawers at the beginning of the shift to ensure that the amount is correct.
· Maintain daily reports and submit to Manager by hand / email after shift.
· Maintain clear and orderly check out areas and resolve customer complaints.


SANYO DENKI PHILIPPINES INC.
Subic Branch, Philippines
(August 2010 – March 2011)

Production Assistant

· Facilitate the preparation reports.
· Supervise direct reporting staff according to overall company policies.
· Fill customer orders from stock
· Respond to and follow up sales enquiries using appropriate methods.
· Maintain and develop existing and new customers through appropriate propositions and ethical sales methods, and relevant internal liaison, to optimize quality of service, business growth, and customer and satisfaction.
· Monitor and report on market and competitor activities and provide relevant reports and information.
· Be able to turn customer service into sale actively.
· Seek to maintain and improve store retail standards.



SOCIAL SECURITY SYSTEM (SSS – Government Entity)
Laoag City, Ilocos Norte, Philippines
(December 2008 – March 2009)

On the Job Trainee

· Responsible for the issuance of business permits
· Perform general clerical duties to include but not limited to photocopying, faxing, mailing and filling.
· Research price and purchase office and supplies
· Review performance data (financial and activity report) to measure productivity, goal progress and activity levels to maximize operating efficiency.
· Maintain and distribute office staff schedules.

[image: ]ATTRIBUTES AND TECHNICAL SKILLS:
· Highly Pro-active Towards Achieving Goals
· Extremely Motivated Person
· Efficient Communication and Interpersonal Skills
· Excellent Decision-Making Skills
· Vastly Responsible and takes accountability for actions taken.
· Motivated, goal oriented, persistent and a skilled negotiator 
· High level of initiative and works well in a team environment. 
· Proficient in Microsoft Excel, Word, Outlook and PowerPoint
· Computer and Internet Literate
· Knowledge in Oracle & SAP System Software

EDUCATION:	Northwestern University (NWU)
Laoag City, Ilocos Norte, Philippines
Bachelor of Science in Business Administration major in Management
Year Graduated April 2009

PROFILE:		Birth Date:	June 28, 1988
			Civil Status:	Married
			Nationality:	Filipino
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