Marlon.225675@2freemail.com
	Education

Management Information System, Philippine School of Business Administration,  Quezon City, Philippines
Areas of Expertise

Customer Service; Food Handling; Basic Sanitation and Kitchen Equipment Skills and Computer hardware and software installation
Professional Software

Microsoft Office (Word, PowerPoint, Excel); 
Languages

Bi-lingual; Good in English and Tagalog/Filipino, 

Nationality

Filipino

Visa Status


	Marlon has more than eight years of professional experience in the fields of merchandising, administration and food and beverage. He has served in various capacities as cyber café assistant, merchandising assistant, telesales executive and assistant cook/kitchen crew. Marlon also have 2 years job experience up to present here in UAE as a General Office Assistant.
Professional Experience:
OCEANIC MARINE CONTRACTORS LLC
1305-1308 Al Durrah Office Tower, Buhaira Corniche, Sharjah UAE
February 25, 2013 up to Present

General Office Assistant 
Duties and responsibilities including the following:

1. Depositing money to bank and coordinating to drop letters and other services.
2. Helping the receptionist or other administrative assistants in performing their duties including welcoming visitors.
3. Dealing with queries or request from the visitors and employees.

4. Coordinating the maintenance and repair of office equipments.

5. Managing office cleaner’s duties and responsibilities.
6. Maintaining office cleanliness.

7. Reporting to HR / Admin Manager.
8. Knowledgeable in filing and documentations.
EMT COMPUTER SHOP
Baliuag Bulacan, Philippines
December 2008 to December 2012
 Cyber Café Assistant
Duties and responsibilities include the following:

1. Assisted customers when they have trouble or questions using computer softwares such as Microsoft Office, Adobe software and all software that are being used in the cyber cafe.

2. Provided services such as encoding, printing, downloading and all other operations provided by the cafe.

3. Maintained cleanliness and orderliness of the place.

4. Kept accurate records of logs and inventories of the shop.

5. Timed customers of the number of minutes or hours they will use the computer or internet.
PANDAYAN BOOKSTORE INC 

Baliuag Bulacan, Philippines
January 2007 to September 2008
 Merchandiser Assistant
Duties and responsibilities include the following:
1. Perform day-to-day activities of assigned bookstore operations including ordering, storekeeping, and merchandising, selling, and cashiering functions.
2. Manage inventories of stocks and maintain up-to-date records.
3. Responsible for receiving merchandise which arrives daily in the store and for getting that merchandise out to the sales floor.


