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Maricel A. Gayeta
Email Address: maricel.286478@2freemail.com
CARRER OBJECTIVES:
Seeking a challenging career in your prestigious, dynamic and progressive business organization. To acquire a responsible and challenging entry-level position that will utilize my education and experience, which provides an opportunity for career growth and advancement extensive experience, expertise and leadership.

PROFILE:

· More than 10 years of total experience in Secretarial, Admin, Receptionist and 2 years UAE experience

· Professionally qualified in Bachelor in Business Administration major in Marketing
· Have excellent working skills in MS Office Applications. 

· Managing general office procedures, dealing with customers and high volume workloads whilst meeting strict deadlines
· Familiar with all aspects of daily business operations including; Personnel, Sales, Policies and Procedures, Staffing, and numerous administrative functions
· Reputations as a hardworking, reliable, dependable and accountable employee.
· Fast learner; quickly incorporate and implement new procedure.

· Can work efficiently with or without supervision; can work under pressure.

· Can deal with people with all levels; with different nationality.

· Flexible and strong (Can do multi-task works).
· Speaks and writes English language fluently.

· Capable of processing data and information, keeping records, and tabulation.
· Good in typing skills.
· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.
· Good Customer Care Service.
PROFESSIONAL EXPERIENCES:
Designation

: Purchase representative/Office Admin / Secretary 
Company

: GOLDEN AL HOORA TRADING LLC

: Deira, Dubai U.A.E

Periods

: June 23, 2014 – up to present

Designation

: Office Admin / Secretary
Company

: VESS Diesel Calibration and Service Center
: Batangas City Philippines
Periods

: May 2007 – April 2014
Designation

: Freelance Real State Agent

Company

: AC Realon Developer and Resources.,Inc.



: Alangilan Batangas City Philippines
Periods

: January 2010 – March 2014
Designation

: Customer Service Associate
Company

: TJ Marc Sales Inc 
: Batangas City Philippines

Periods

: January 2004 – February 2007
Designation

: Receptionist 
Company

: Family First Inc.



 (Pre-need Company)

: Paseo de Roxas, Makati City Philippines

Periods

: April 2001 – January 2004
Job Description as Secretary /Admin 
· Answers telephones; screens calls, forwards calls and /or records and forwards messages accurately.

· Receives sorts and distributes mail within the office; files correspondence and other materials as required.
· Type forms, form letters and other documents as required at acceptable levels of speed and accuracy; collates and photocopies materials as necessary; maintains supply of forms and charts as needed.
· Maintains necessary files; sorts, files and retrieves documents and records as necessary.

· Maintains client confidentiality in conformance with agency confidentiality policy and State laws and regulations.
· Ensuring terms and conditions of agreements are met.
· Maintaining and liaising with clients, building relationships with clients to encourage returning business.
· Analyze market trends to determine competitive market prices.
· Ensure quality customer care and attention by extending courteous personalized service.

· Obtain and evaluate all relevant information to handle inquiries and complaints.
· Follow up on clients queries, and coordinate all concerned departments for fulfilling client’s requirements.

· Maintain a monthly job calendar to schedule meeting with clients and follow up on pending tasks.

· Maintain customer service levels according to company standards. 

· Ensures that the Stores Operating Procedures is being practiced at all times.
· Welcomes visitors to the office, assists them in making appointments, assures their comfort and directs them to the proper staff or service.

· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.
· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Maintains data entry requirements by following data program techniques and procedures.
· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.
· Tests customer and account system changes and upgrades by inputting new data; reviewing output.
· Secures information by completing data base backups.
· Maintains operations by following policies and procedures; reporting needed changes.
· Maintains customer confidence and protects operations by keeping information confidential.
· Contributes to team effort by accomplishing related results as needed.
Skills:
	Computer Software:

	  Microsoft Office : Word, Excel, Outlook

	  Internet : Browsing/Surfing


Educational Background:
College
:
Bachelor in Business Administration 



Major in Marketing



Polytechnic University of the Philippines



Santa mesa Manila Philippines
Year 1995-1999 (Graduated)

Personal Information:


Citizenship : Filipino



Birth Date
 :
January 23, 1978
Civil Status
:
Married

Gender
 :
Female
Languages
:
English (speak/write/read)

  Visa Status : Employment Visa can start immediately
:Tagalog (speak/write/read)
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