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MARI 
Email:  MARI.14368@2freemail.com    
​
WORKING EXPERIENCE

September 2008 – August 2016
-
Administrative Officer and Import/Export Coordinator 






Fasiro Co. LLC





The Atrium Centre
Khalid Bin Al Waleed St. Dubai, UAE
*  Prepares Export documents as per Documentary Credit or CAD basis and submit to bank’s Trade and Finance Services
*  Responsible for applying and obtaining Export Products’ Certificate of Origin from Dubai Chamber of Commerce and Industry
*  Prepares Import Documents for further Re-Exporting
*  Issues cheques, prepares fund transfer forms (local and international), and other banking issues 

*  Performs minor accounting
*  Applies and secures hotel booking for guests
 

*  Answers telephone calls


*  Receives and distributes incoming mails and ensures outgoing mails and


      
    correspondences are properly sent


*  Maintains all Export and Import Files
*  Custodian of petty cash fund


*  Looks after the cleanliness and orderliness of the office and

              
    office equipments

December 2007 – May 2008
-
Document Controller






Bayer Technology and Engineering Shanghai






Mu Hua Road, Shanghai Chemical Park, China


*  Collects and updates data and documents from different disciplines and engineers and compile them as hard/soft copies
*  Sort each drawing according to their respective disciplines and make back-up copies
*  Updates and prints engineering drawings everyday and categorize each for compilation


*  Encode data/drawings that has been sent to the construction site

*  Responsible for producing soft copy of all updated engineering drawings weekly and send it to the construction site


June 2006 – July 2007

-
Technical Support Representative







TeleTech Customer Care Management Philippines INC






Robinson’s Place, Lipa City, Batangas, Philippines
*  Provides excellent customer service by giving quality assistance in resolving technical issues
*  Performs troubleshooting to isolate and diagnose common computer problems
*  Troubleshoots hardware and software issues
*  Resolves all general inquiries and log service requests
EDUCATION



Bachelor of Science in Computer Engineering




AMA Computer College Las Piñas

2004 to 2007

PERSONAL BACKGROUND

Civil Status


Single


Date of Birth


14 January 1981

Citizenship


Filipino
SKILLS/ INTERESTS


Computer

Fluent in English and Filipino languages


Windows OS and Microsoft Office
