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MERJAY 

PROFESSIONAL SUMMARY


Administrative Assistant who goes above and beyond basic administrative tasks and takes on multiple projects at once. Excellent work ethic and strength in boosting company morale.

__________________________________________________________________________________________
SKILLS

· Professional phone etiquette


* Database management

· Excellent communication skills

* Accurate and detailed

· Excellent planner and coordinator 

* Appointment setting

· Social Media knowledge


* Accounting familiarity

· Certified computer office assistant 

* Highly motivated 

--------------------------------------------------------------------------------------------------------------------------------------WORK HISTORY
, INC. 

Admin. Assistant, Makati City Philippines

2010-2015

· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events.

· Ordered and distributed office supplies while adhering to a fixed office budget.

· Managed office supplies, vendors, organization and upkeep.

· Screened applicants registration form and coordinated both phone and in-person interviews.

· Answered and managed incoming and outgoing calls while recording accurate messages.

· Opened and properly distributed incoming mail.

· Greeted numerous visitors, including VIPs, vendors and interview candidates.

· Helped distribute employee notices and mail around the office.

· Maintained a clean reception area, including lounge and associated areas.

· Completed data entry, tracked registration form and maintained the applicant registration number.

· Compiled company information and related material and distributed it to candidates.

· Obtained signatures for financial documents and internal and external invoices.

· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events.

· Helped distribute employee notices and mail around the office.
· Organized yearly open house event.

-------------------------------------------------------------------------------------------------------------------------------------EDUCATION
Bachelor of Arts and Science











 Major in Development Communication









 Ateneo De Naga University











 March, 2010

Highschool Diploma










 
 University of Nueva Caceres










 March, 2005

------------------------------------------------------------------------------------------------------------------------------------CERTIFICATION
How to sharpen your business writing skills 








 August, 2013

Delivering Quality Tele-Customer Care








     July, 2012

Deliver! Seminar










          February, 2011

-------------------------------------------------------------------------------------------------------------------------------------
     PERSONAL INFORMATION
· Profile:


Female, 27, Married

· Date of Birth:
 
July 1, 1988

· Place of Birth: 
Naga City, Philippines

· Nationality: 

Filipino

· Religion:

Roman Catholic

· Language:

Filipino, English, Basic Japanese
[image: image2.jpg]


---------------------------------------------------------------------------------------------------------------------------------------REFERENCES
Available upon request
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