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Maricar M. Arejola

Current Address: Mitsubishi Showroom Bldg.Najda St. Abu Dhabi, UAE
Phone No.: 

Mobile No.: +971 54 7254817
Civil Status: Married

Birth date: April 14, 1986
Email Add: marejola14@gmail.com
EDUCATIONAL BACKGROUND
College








Year

Course: BS in Hotel and Restaurant Management  
June 2004- March 2008

School:  Mariners’ Polytechnic Colleges 




Address: Naga City, Camarines Sur, Philippines 

Course: BS in Business Management


  June 2003 – March 2004


School:  University of Nueva Caceres 




Address: Naga City, Camarines Sur, Philippines
EMPLOYMENT HISTORY 
Position:  Receptionist
Company:  William Hare UAE LLC
Address:  M-45 Musaffah, Abu Dhabi, UAE
Date: September 15, 2019 to Present 

Job Description / Duties and Responsibilities: 

· Greet and welcome guests as soon as they arrive at the office

· Direct visitors to the appropriate person and office

· Answer, screen and forward incoming phone calls

· Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)

· Provide basic and accurate information in-person and via phone/email

· Receive, sort and distribute daily mail/deliveries

· Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)

· Update calendars and schedule meetings

· Perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing
Position:  Document Controller
Company:  William Hare UAE LLC
Address:  M-45 Musaffah, Abu Dhabi, UAE
Date:  July 1,2018  to September 14,2019
Reason for Leaving:  Promotion
Job Description / Duties and Responsibilities: 

· Copy, scan and store documents

· Check for accuracy and edit files, like contracts

· Review and update technical documents (e.g. manuals and workflows)

· Distribute project-related copies to internal teams

· File documents in physical and digital records

· Create templates for future use

· Retrieve files as requested by employees and clients

· Manage the flow of documentation within the organization

· Maintain confidentiality around sensitive information and terms of agreement

Position:  Secretary/ Pre-Qualification Assistant
Company:  Aqua Dynamic Electomechanical LLC
Address: Abu Dhabi, UAE  

Date:  February 25,2017 – April 2018
Reason for Leaving:  Career Growth
Job Description / Duties and Responsibilities: 

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management

· Maintain electronic and hard copy filing system

· Prepare and modify documents including correspondence, reports, drafts, memos and emails
· Coordinate with the contractor on work priorities and schedules
· Prepare documentation for and undertake pre-qualification exercises to determine supplier tender lists 

· Responsible for verifying that all required internal/external approvals are obtained before any external commitment is signed, and ensure all warranties, performance bonds and insurance policies are obtained from contractors 

· Prepare Call for Tender (CFT) documentation and contract documentation (Agreements, and Contract Exhibits) ensuring that these comply with company and other relevant procedures 

Position:  Mall Secretary
Company:  SM Prime Holdings Inc. (SM City Naga)

Address:  Naga City, Camarines Sur, Philippines
Date:  Nov.9, 2009-Nov.21, 2016
Reason for Leaving:  Career Growth
Job Description / Duties and Responsibilities: 

· Act as Liaison between the department and the Mall Manager. Gives accurate report of the departmental activities to the Mall Manager/Asst. Mall Manager
· Organize and schedule meetings such as Department, Affiliates, Tenants Security, Monthly and Weekly Meetings. Maintain record of appointments, agenda and minutes and ensure that each one is conducted smoothly and on time. 
· Maintain accurate and up-to-date records and prepares Weekly, Monthly and Yearly Reports.  

Position:  Assistant Store Manager
Company: Verde Foods Inc. (Red Ribbon Bakeshop)
Address:  Naga City, Camarines Sur, Philippines

Date:  October 6, 2008- November 2009
Reason for Leaving:  Career Growth

Job Description / Duties and Responsibilities: 

· Enforce all Company policies, procedures and standards. All items should be communicated and understood by all staff. 

· Assure that all government law, rules and regulations are followed regarding wages, norms and sanitation. 

· Supervise and direct employees in their daily activities

· Maintain proper inventories, ensure compliance with proper cost control, procedure and complete reflated accounting and administrative report. 

· Prepare daily, weekly and annual projections for the store. Study past sales, wage cost forms profits and loss statement.

· Orient employees regarding policies and procedures.  

· Train new employees and give them a chance to learn challenging task. 

· Acts as a role model to subordinates.

· Ensure that every food items is handled according to company standards (Receiving, Storing, Food Handling, Preparation, and Proportions).

· Ensure that the instant customer recognition approach is constantly in effect. 

· Ensure pleasant surroundings by operating a clean store with employees healthy and properly uniformed at all time.

Position:  Service Crew & Marketing Representative
Company: Golden Arches Development Corporation (McDonald’s) 

Address:  Naga City, Camarines Sur, Philippines

Date:  April 2005- August 2008
Reason for Leaving:  Career Growth

Job Description / Duties and Responsibilities:

· Supervising in Store Local Store Marketing Activities
· Training of Customer Relation & Store Activity Representative

· Coordinator Open Door Visit/Restaurant Visit
· Public Relation

· Birthday Party Area tracking and evaluation

· Review of Enthusiasm calendar

· Happy Meal tracking each of Area

· Develop and evaluate Local Store Marketing plans and set goal with

Restaurant Manager

· Feedback Performance Review
· Recommend Promotion/Evaluation

· Monthly Competitor's Visit

· Support & coordinate special outdoor activities or Sponsorship

· Supervising outside birthday party

· Monitor Store Point Of Purchase Materials

· Daily activities, Major activities, Local Store Marketing Extension Planning

· Planned, organized, and supervised activities including events for special needs kids and kids of all ages

· Planned, coordinated, and executed kids and adults activities

· Planned and executed a range of activities and employee's outings/incentives

· Contributed in the LSM team (local store marketing) to create new ideas for events and activities
TRAININGS / SEMINARS ATTENDED

Training Center: MAAX Bldg. (MOA- Mall of Asia) 

Duration:  July 6-7, 2015

Address: Pasay City, Philippines
Title: Entrepreneurial Mindset
Training Center:  MAAX Bldg. (MOA- Mall of Asia)

Duration:  Sept. 8-9, 2014
Address: Pasay City, Philippines

Title: Achieving Management Potential
Training Center:  Castle Bernardina Hotel


Duration:    July 7-9, 2010

Address: Lucena City, Philippines 

Title: Office Management
Training Center:  SM City Lucena 



Duration: Aug.24-25, 2010
Address: Lucena City, Philippines 

Title: Problem Analysis and Decision Making
SPECIAL SKILLS / INTERESTS

· Skilled in food preparation of different assigned dishes. (American, Italian and Filipino)

· Skilled in major relevant computer applications like MS Word, MS Excel.

· Well-versed in oral and written English and Filipino.

CHARACTER REFERENCES

Name : Mr. Ian Prosser
Position : Managing Director
Company : William Hare UAE LLC
Contact No: +971 506619033
Name: Engr. Christian Wesley D. Villanueva


Position: Regional Manager  

Company : SM South Luzon 4 ( SM prime Holdings Inc.)

Contact No: +63 917 8686152
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