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                 JOANNA MAE V. JASMIN
Abu Baker Al Siddique,  Dubai, United Arab Emirates

                                           Contact   +971582166430
.                                          joannamaejasmin1595@gmail.com 


        

CAREER OBJECTIVE

To continue to contribute and enrich my knowledge to the organization that looking for experienced professionals and offers opportunities for advancement.

PROFILE

· 5+ years' experience in Housekeeping, Cleaner, Service Crew, Office Clerk
· Goal oriented
· Fast and accurate in delivering timely output
· Self-motivated, adaptable, and flexible to any type of organization
· Can work with very minimal supervision
· Team player
· Highly trainable and a fast learner
· Innovative 

WORK EXPERIENCE

Cashier     






September 15, 2022
AL DOURI SUPERMART AND ROASTERY - Dubai, U.A.E. 

Responsibilities:

· Welcome customers and help determine their orders.
· Process customer orders and record them in the restaurant database.
· Relay customers� orders to the kitchen staff.
· Ensure all orders are delivered to the customers in a timely manner.
· Accept cash and return the correct change.
· Tally money in the cash drawer at the beginning and end of each work shift.
· Place food orders in the appropriate bags and boxes.
· Respond to customer inquiries, issue receipts, and record customer suggestions.
· Help kitchen staff when needed.

Housekeeping Attendant     




December 28, 2019 - January 2, 2022
Neom Palace, Saudi Arabia 

Responsibilities:

· Perform a variety of cleaning activities such as sweeping, mopping, dusting and polishing.
· Ensure all rooms are cared for and inspected according to standards.
· Protect equipment and make sure there are no inadequacies.
· Notify superiors on any damages, deficits, and disturbances.
· Deal with reasonable complaints/requests with professionalism and patience.
· Check stocking levels of all consumables and replace when appropriate.
· Adhere strictly to rules regarding health and safety and be aware of any company-related practices.
Cleaner     






March 28, 2019 - Nov 30, 2019
Samba Bank, Saudi Arabia 

Responsibilities:

· Dusting, sweeping, vacuuming, and mopping surfaces including bathrooms, kitchen and supply closets.
· Refilling and restocking cleaning supplies and toiletries (hand wash, toilet paper, paper towels).
· Maintaining cleaning products and ordering new supplies when necessary.
· Taking out the garbage.
· Carrying out minor maintenance tasks such as replacing displaced toilet seats, unclogging sinks.
· Conducting monthly disinfection and deep cleaning.
Office Clerk (Working Student)



2016 - 2018
Aldersgate College, Solano, Nueva Vizcaya, Philippines
Responsibilities:
· Provide assistance and information to students regarding admissions, student registration, records maintenance, financial assistance, veterans� affairs, work experience, or counseling services.
· Assist students in correct procedures for completion of forms and applications.
· Update and verify student records and information.
· Respond to requests from other educational institutions and agencies involving the verification of student


status and records.
· Greet visitors or callers and manage their inquiries or direct them to the appropriate persons.
· Encoding, organizing, and maintaining records and files.

Service Crew    





2013 - 2014
Greenwich Pizza, Solano, Nueva Vizcaya, Philippines
Responsibilities:

· Receive customers pleasantly, take their orders, transmit to kitchen staff, serve, and prepare bills.
· Prepare food items as per the established standards.
· Adhere to the quality and work standards of the restaurant.
· Maintain the equipment, such as oven and grill, in proper condition.
· Maintain cleanliness in the workstations.
· Assist the other staff members in taking orders.
· Analyze customer complaints and feedback for constant improvements.

Teacher (Internship)





October 17, 2017 – March 15, 2018
Solano South Central School, Solano, Nueva Vizcaya, Philippines

Responsibilities:

· Prepare materials and conduct lessons while under supervision.
· Asses the ability of each student and develop the study plan accordingly.
· Keeping up to date with new curriculum and any educational system updates.
· Create a conducive and disciplined learning environment.
· Assist in developing the syllabus and course schedule for the semester.
· Listen to students and pay attention to their behavior.
· Develop plans for events about social issues and promote mental health awareness.
· Work with parents and teachers to create the best learning environment for students.
· Establish the grading system on the first meeting of the class.
· Conduct private research and publish paper in academic journals and other medium.
Cashier (Internship)





April 1, 2017 – June 1, 2017
Personal Collection Direct Selling Company, Solano, Nueva Vizcaya, Philippines

Responsibilities:

· Manage transactions with customers using cash registers.

· Scan goods and ensure pricing is accurate.

· Collect payments whether in cash or credit.

· Issue receipts, refunds or change.

· Redeem stamps and coupons.

· Cross-sell products and introduce new ones.

· Resolve customer complaints, guide them and provide relevant information.

· Greet customers when entering or leaving the store.

· Maintain clean and tidy checkout areas.

· Track transactions on balance sheets and report any discrepancies.

· Handle merchandise returns and exchange.
EDUCATIONAL ATTAINMENT

Bachelor in Elementary Education (BEED)

2014 - 2018 – Aldersgate College, Solano, Nueva Vizcaya, Philippines
TECHNCIAL EDUCATION

Housekeeping (3 months) 

July 2018 – October 2018 - Technical Education and Skills Development Authority 
Computer Programming and Troubleshooting (CPT)

2012 – 2013 – Zintel College, Solano, Nueva Vizcaya, Philippines
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