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JENNIFER ZAILA DAHILIG
47 Concepcion St. Barangay San Juan 
San Antonio, Zambales

Mobile Number: 09054719512
E-mail address: dahiligjennifer@yahoo.com.ph
	


Career Objective: To pursue a career where I can utilize my interpersonal communication and functional skills, and to be a part of the workforce in contributing success to the organization.
	EMPLOYMENT PROFILE


EXECUTIVE ASSISTANT

Super88 Fortune Corporation

November 22, 2017

RESTAURANT MANAGER

Pancake House – Olongapo

Ayala Harbor Point Mall

August 5, 2015 – November  5, 2017

ASSISTANT RESTAURANT MANAGER/ Officer-in-Charge
Philippine Pizza Inc. – Dairy Queen

Ayala Harbor Point Mall

November 10, 2013 – July 30, 2015
ASSISTANT RESTAURANT MANAGER
Philippine Pizza Inc. – Pizza Hut
Ground Flor SM City Olongapo

December 05, 2011 – November, 2013
ASSISTANT STORE MANAGER 1 
CHOWKING OLONGAPO – Aivy Food Ventures Company

18 18th St. West Bajac Bajac, Olongapo City

September,2008 – July, 2011
JOB DESCRIPTION:

· Responsible for resolving customer complaints about food quality or service.

· Check quality of deliveries of fresh food and cooked products.

· Prepare employees working schedule

· Keep filling and updating of Company’s employees records and documents

· Handling staff by motivating, inspire, lead, train and coach as a team.
· Estimate food consumption, place orders with suppliers, and schedule delivery of fresh food and beverages. 
· Resolve customer complaints about food quality or service. 

· Monitors the direct cleaning of kitchen and dining areas to maintain sanitation standards, and keep appropriate records.
· Inform updates of new products according to its proper food preparation and presentation
· Develop rapport while welcoming customers and getting their orders and request
· Inventories
· Cash Handlings
MANAGEMENT TRAINEE
CHOWKING OLONGAPO CITY MALL – Harley Food Ventures Co.

Olongapo City Mall, Olongapo City

April 15, 2008 – August 31, 2008
BRANCH SECRETARY AND LIAISON OFFICER

NOVA MOTORS CORPORATION – Motortrade Olongapo Branch

August 07, 2006 – September 30, 2007

JOB DESCRIPTION:

Branch Secretary:

· Entertain customers and promotes different kinds of motorcycle units

· Prepares contracts and sees to it that all information is correct.

· Explains the contract to the clients

· Keeps and organize file to secure all the pertinent documents

· Makes daily inventories

· Prepares summary of weekly and monthly reports

· Attends telephone calls

· Petty Cash Fund custodian

· Cash Handlings
Liaison (LTO Officer)

· Responsible in registration of new unit motorcycle to LTO

· Renewal of registration

· Process Transfer of Ownership of Motorcycle unit

PRACTICUM:

Social Security System (SSS)

Olongapo Branch

June 20, 2005 – October 07, 2005
SUMMARY OF QUALIFICATION

· Well-developed in communication and interpersonal skills
· Know-how in clerical duties and office staffing functions

· Proficient in Microsoft Office, Microsoft Word and Excel Application, and able to master new software application

· Open to changes and challenges of employment in a fast-placed, high-pressure environment

	EDUCATIONAL ATTAINMENT


College


COLUMBAN COLLEGE INC.




Olongapo City





2002 – 2006 
Secondary


T.R. YANGCO EDUCATIONAL INSTITUTE




San Antonio Zambales





1996 – 2001
Elementary


San Antonio Central Elementary School




San Antonio Zambales





1991 – 1996 

	PERSONAL PROFILE


Name:

JENNIFER ZAILA DAHILIG
Date of Birth:

January 29, 1984
Place of Birth:

San Antonio, Zambales
Gender:

Female
Civil Status:

Single
Height:

5’2”

Weight:

95  lbs
Language can speak and write: English and Filipino
