MARYJOY 
CAREER OBJECTIVE

To secure a job which offers a professional working environment and enables me to grow and fully utilized my practical experience that will enhance my skills and where I can apply my best ability and knowledge for the optimum benefits of the company.
WORK EXPERIENCE

Cashier Cum Waitress
November 3, 2015 – April 9, 2016

· Responsible for making day to day reports such as sales reports, billings and purchasing
· Responsible for overall operation of the counter
· Order takings

· Giving out orders and assisting guests needs

· Handling cash and customer complaints and or queries
· Maintaining high customer service at all time
Administrative Secretary

Al Jamil Optical LLC.

April 19, 2015 – October 10, 2015
· Performs experience level of secretarial tasks of a confidential in nature including but not limited to producing letters, reports, filing and distribution of email
· Preparing of purchase orders, performa invoice and sales invoice
· Encoding of newly purchase goods from local and international manufacturers
· Attending telephone calls and inquiries regarding our product
· Filing and sorting of invoices

· Process mail including receiving, sorting, time-stamping, logging, and distributing incoming and outgoing correspondence and packages
HR Specialist
Asian Institute of Maritime Studies

March 19, 2012 – March 27, 2015

· Handling end to end recruitment processes in accordance with quality standard requirements
· Maintaining the implementation of the Human Resource Information System
· Monitoring the performance evaluation of the employees
· Sharpening of skills, concepts, changing of attitude and gaining more knowledge to enhance the performance of employees by giving various trainings and seminars 
· Accomplishing payroll summary for the 15th and 30th pay period 

· Monitoring of earned vacation and sick leave credits and their corresponding usage

· Providing assistance to institutional and government benefits of the employees
· Ensuring all employees follows the rules and regulations of the 
Pre-school Teacher Aide

First Asia Institute of Technology and Humanities

May4, 2010- April 20, 2011

· Assisting in the implementation of the daily program under the direction of the teacher.
· Assisting in planning and preparing the learning environment, setting up interest centers and preparing needed materials and supplies. 
· Supervising the classroom when the teacher is out of the room. 
· Helping with general housekeeping and kitchen task. 
· Treating all children with dignity and respect. 
· Attending all staff meetings and recommended training programs and conferences.
· Participating in professional workshops that work for the improvement of early childhood education.
·  Maintaining confidentiality about children, their families, and other employees outside the school.
· Supervising outside playground activities. 
ACADEMIC BACKGROUND
Masters Degree (Academic Requirements Completed)

Master of Arts in Psychology


The Philippine Women’s University 

1743, Taft Avenue, Manila, Philippines
Tertiary (S.Y. 2006-2010)           

Bachelor of Arts in Psychology

First Asia Institute of Technology and Humanities 
#2 President Laurel Hi-way, Tanauan City, Batangas, Philippines
Secondary (S.Y. 2001-2006)            

First Asia Institute of Technology and Humanities 

#2 President Laurel Hi-way, Tanauan City, Batangas, Philippines
Primary (S.Y 1995-2001)

Daughters of Mary Immaculate School

F. Laurena St. Brgy. 1, Tanauan City, Batangas, Philippines
KEY SKILLS
· Computer Literate: Knowledgeable in Microsoft Office application especially MS Word, PowerPoint and Excel
· Knowledgeable in psychometrics
· Effective Communication Skills and Excellent Listening Skills.

· People oriented. Leadership skills with ability to create a positive working environment that uplifts co-worker’s spirits.
· Hardworking and energetic; flexible; adapt easily to change in environment and work schedule; reliable and responsible.
· Creative, innovative and resourceful problem solver; capable of finding means; implementing solutions to solve problems.

· Willing to be trained and eager to learn more.
· Appreciate the need of fact in accepting constructive criticisms.
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PERSONAL INFORMATION
Nationality: Filipino
Birth Date: Sept. 9, 1989
Religion: Roman Catholic
To contact this candidate click this link submit request with CV No
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