Maricris.232273@2freemail.com 

To contribute in the growth of the company while interacting with people of varied concern and orientation; and to desire a position utilizing organizational, interpersonal and communication skills imbued as a professional one.

· Computer Literate (Windows; MS Word, Excel, PowerPoint)

· Good in Oral & Written Communication 
· Can handle pressure and deadline competently

· Goal – oriented and have a leadership skills



Contract Sales Assistant

Ajman, United Arab Emirates

April 19, 2014-Present

Job Description

· Provides administrative, clerical support for the Sales Contract Department

· Recordkeeping responsibilities may include sales reports (Sales Order, Sales Invoice) and database of prospective clients

· Researches sources for developing  prospective clients, makes telephone calls and set-up appointments

· Compiling and maintaining a list of prospective and current customers for use as sale leads

· Develops clear and effective quotations for current customers and prospective customers

· Forward / send quotations to clients

·  Scanning, Linking, and Filing of Quotes/Order Entries
·  Order acknowledgment processing for outgoing, incoming and confirmation of completed orders

· Provide support for ongoing customers by answering questions, tracing order status or product shipments and resolving problems

· Compiling and maintaining a list of prospective and current customers for use as sale leads

· Assist in Customer Service Issues
· Performs administrative and office support activities

· Maintaining department database records for easy retrieval of documents

Human Resources Specialist
Administration / Human Resources Department

Sumitomo Heavy Industries Manufacturing and Services (Philippines), Inc.

FPIP, Sta. Anastacia, Sto. Tomas, Batangas, Philippines

March 26, 2009 - April 1, 2014
Job Description

· Assists in the recruitment activities (administer exams, interview coordination).

· Manages and update 201 files and other personal records.

· Prepares mandated reports and documents for submission to government agencies (i.e DOLE) and other private offices (i.e SSS, Pag-ibig, Philhealth).

· Assists in the administration of employees benefits.

· Process Maternity and Sickness benefits of employees.

· Timekeeping Processing

· Prepares timekeeping reports for payroll purposes.

· Encodes entries to Biometric Timekeeping System and Payroll Plus.

· Prepares reports such as meal allowance, perfect attendance, performance appraisal data, etc.

· Assists in the implementation of employee relations activities (i.e summer outing, Christmas Party).

· Assist in the activities related to Disciplinary Actions of employees.

· Ensures compliance to Company’s Quality Policy and standard Code of Discipline.

· Helps in the implementation of Good Housekeeping in the assigned area.

· Performs other tasks that may be assigned from time to time by the immediate superior.

· Assists in accommodating guests / visitors.

· Ensures that all documents, records and files are well managed and easily retrieve when needed.

· Assists in the implementation of Good Housekeeping in the company.
Personnel Staff
Personnel and Administration Department

Monde Nissin Corporation

Balibago Sta. Rosa Laguna, Philippines

May 8, 2008-January 31, 2009

Job Description

· Build up data in the Personnel Information module of the new Human Resource Information System.

· Ensure the smooth and efficient implementation of the project through alignment of activities within the Department.

· Interfaces with concerned parties on the progress and development of the project.

· Prepare end project report to evaluate outcome of the project.

· Assists in Processing, Orientation and Deployment of Newly Hired Employees.

· Received incoming calls regarding office operations

· Assist in technical operations as compilation, documentation, photocopying and encoding

· Called up and assists employees regarding queries about Compensation and Benefits.

· Prepares reports (e.g. Philhealth ER2, SSS R1A and BIR1902).

· Issues clearance, pay slip and Certificate of Employment.

Trainee

Human Resource Department

Asia Brewery Incorporated

Brgy. Sala, Cabuyao Laguna, Philippines

January-February 2008

Job Description

· Ensures a continuing supply of qualified candidates through effective sourcing activities 

· Assists in the administration of tests and the preparation of test results.

· Encodes and updates files of qualified applicants in the Human Resources Information System making sure that all information is complete and updated.

· Assisted in technical operations as compilation, documentation, photocopying and encoding

· Arrange information flow by organizing and photocopying documents

· Called up  and assisted prospective employees with the processing of their applications

· Received incoming calls regarding office operations

· Performs other tasks that may be assigned from time to time by the immediate superior.


College

Bachelor of Arts major in Psychology




Laguna College of Business and Arts




2004-2008

Secondary

Saint Thomas Academy




2000-2004


· Psychology Society 2004 – 2008


· Internal Quality Auditors Training Course
SHIMS, FPIP Sto. Tomas Batangas


July 27-28, 2010

· Integrated Management System Legal and Regulatory Requirements

SHIMS, FPIP Sto. Tomas Batangas

May 22, 2010
· Fundamentals of Integrated Management System (IMS)

SHIMS, FPIP Sto. Tomas Batangas


May 6-7, 2010
· First Aid Training for Industrial Employees and Basic Life Support Adult CSR Training for Lay Rescuers

June 25, July 8-9, 2011

September 8 & 15, 2012

· Incentivizing Compliance with Labor Laws
San Agustin, Sto. Tomas, Batangas

March 18, 2012

Sex


:
Female

Date of Birth

:
December 20, 1987

Place of Birth

:
Makiling Calamba City, Philippines

Status


:
Single

            Citizenship

:
Filipino


Religion

:
Roman Catholic

*Available upon request
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CHARACTER REFERENCES:








