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Marzoraya 

Personal Data

Date of Birth
 : March 10,1990

Civil Status
: Single


Religion

 : Islam

Citizenship
: Filipino

Language
: Filipino, English

Educational Attainment 

BACHELOR OF SCIENCE IN NURSING (BSN)
Philippine College of Health Sciences Inc.
1813 C.M. Recto Ave., Manila, Philippines.
2008-2010
Far Eastern University
Nicanor Reyes St. Recto, Manila, Philippines.
2006-2008




Marzoraya Marzoraya.287256@2freemail.com  
 

Career Objective
· To apply for a position where I can utilize my skills and expertise to contribute to the productivity and profitability of the organization thereby achieving personal growth and development.
Professional Experience 

Supply- Dubai, UAE.
Oct 2014 to March 2016
Receptionist cum Admin HR Assistant
Duties:
· Greeting all staff and visitors to the office.
· Assigning office boy / cleaners duties.
· Handling incoming, outgoing calls, messages & supplies information to callers.
· Arranging and tracking international and local courier services.

· Organize staff or management business trips with cost- effective travelarrangements (flights, rental cars and hotels, etc.).

· Provides assistance to Admin Manager in all admin & HR related responsibilities. Works with the Admin Manager to plan and execute the Admin related duties.
· Assist to keep track and updating of portal for MCs, annual leaves and businesstrips.

· Manage the maintenance of office and service contracts.
· Devising and maintaining office systems.
· Attending meetings, taking minutes and keeping notes.
· Requisition of stationaries/office supplies/pantry supplies and ordering officestationeries, pantry inventories.
· Sorting and distributing incoming post and organizing and sending outgoing post;
· Assisting the accounts team on customer invoicing.

· Generate company’s credit card and petty cash expenses reports.

· Provide secretarial support by handling secretarial work for the managementand personal assistant to the Managing Director.
· Organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues
Expert Global Solution Inc.  - Quezon City, Philippines.
(Business Process Outsourcing)
September 2011 to February 2014
Escalation Manager (Universal Resolutions Specialist)

Duties:

· Using a range of office software, including email, spreadsheets and databases to produce correspondence and documents and maintain presentations and records.

· Handling supervisor calls and escalation issues.

· Monitors statistic and reports to ensure that business operations are efficient in terms of using as few resources as needed, and effective in terms of meeting client requirements.
· Carrying out staff appraisals, managing performance and disciplining staff.

· Delegating work to staff and managing their workload and output.

· Recruiting, training and supervising junior staff.

· Arrange both in-house and external events.
	Skills

· Self-starter and fast learner with positive attitude regarding goal direction. 
· Extremely productive in a high volume, high stress, environment.
· Knowledge in drawing, sketching, painting, graphic layouts and graphic designs.
· Excellent communication (oral and written), interpersonal, organizational, and presentation skills.
· Willing to work for long and shifting hours.
· Willing to learn and try new things.
Technical Qualifications

· Software Application – Microsoft Office (all version) (Word, Power Point, Excel, etc.), Adobe Photoshop, Adobe Acrobat, Corel.
· OS – Win 
2000/Xp/ME/Vista/2007,
Windows8/10,

Mac OS (all version),
Linux


I attest that
all the aforementioned data and information
are true and correct to the best of my knowledge and belief.

     - Marzoraya Maitha H.Estrell



Aegis People Support - Makati City, Philippines.
(Business Process Outsourcing)
March 2011 to September 2011.
Customer Service Representative 

Duties:
· Answered inbound calls in support of customer needs.

· Handled Individual, Corporate, SME and Platinum account holders.

· Resolves product or service problems by clarifying the customer’s complaint; determined the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment, following up to ensure resolution.
· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
· Attracts potential customers by answering product and service question; suggesting information about other products and service.

· Maintain customer records by updating account information.

· Recognized, document and alert the supervisor of trends in customer calls.

· Contributes to team effort by accomplishing related results as needed.

.
Artwork, Inc. - Marikina City, Philippines.
(Clothing Wholesale and Manufacturing)
February 2007 to January 2009
 Junior Graphic Artist
Duties:
· Plans concept by studying information and materials.
· Illustrates concept by designing rough layout of art and copy regarding arrangement, size, type size and style, and related aesthetic concepts
· Working as part of a team with printers, copywriters, photographers, stylists, illustrators, other designers, account executives, web developers and marketing specialists.
· Contributing ideas and design artwork to the overall brief.
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