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   MARY 
Visa Status:
Visit

OBJECTIVE
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people. 
WORK EXPERIENCE
1. Support Inc. – a government licensed independent contractor that offers domestic manpower support services to business entities.
HR Admin cum Receptionist (July 2014 to February 2016) 
· Answer general phone inquiries using a professional and courteous manner.
· Greet clients and visitors to the organization in a professional and friendly manner.
· Forward incoming general emails to the appropriate staff members.
· Managing and maintaining contracts of clients and employees.

· Conducting job fairs and posting job vacancies through web.

· Administer the initial interview process to gather the personal information and evaluate the capability of candidates. 

· Gathering the requirements of the hired candidates and evaluate it to ensure the accuracy and completeness of documents provided.

· Welcome new employees to the organization by conducting orientation.

· Maintains employee information by entering and updating employment and status change data.

· Provides secretarial support by entering and printing information, organizing work and maintaining equipment and supplies.

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.
· Responsible for maintaining the office files.

· Maintain electronic and hard copy filing system.
· Perform data entry and scan documents.

2. Mercantile Stores Group Inc. (SM City Baliwag) – the Philippine leader in the retail industry.  For more than 40 years, it has been committed in providing quality products and services at reasonable prices.
Cashier cum Customer Service (August 2012 – May 2014) 
· Greet customers entering the establishment.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Validate checks.

· Process returns and check to see if items are damaged.

· Answer customers’ questions and get a manager if answer doesn’t solve the issue.

· Change receipt paper as needed.
· Maintain clean and orderly checkout areas.

· Resolve customer complaints.

· Answer customers' questions, and provide information on procedures or policies.
· Identify and assess customers’ needs to achieve satisfaction.
· Process merchandise returns and exchanges.
· Provide customers with product information that they need.
· Prepares display attractiveness and creativeness in promoting the products.
SEMINARS ATTENDED
· “Developing Career and Life Planning Strategies”

·  First General Membership Meeting of Junior People Management Association of the    Philippines (Bulacan Chapter)

·  “Great Customer Service and Total Quality Management”

·  SM Event Center, SM Baliwag, Bulacan

·  “How to Win an Interview and How to Succeed in my First Job”

·   Baliuag University, Baliwag, Bulacan
 EDUCATIONAL BACKGROUND 
Bachelor of Science in Business Administration 
Major in Human Resource Development Management
Baliuag University ‐ Baliuag Bulacan, Philippines, School Year (2008 – 2012)  
 MEMBERSHIP/AFFILIATIONS 

Member 
 
 
Junior People Management Association of the Philippines (JPMAP) 



                                      Human Resource Development Management (HRDMSS)

 PERSONAL SKILLS AND PROFESSIONAL COMPETENCIES
· Strong ability to understand and follow specific instructions and procedures.
· Proficient knowledge in Microsoft Office (Excel, Word, etc.) 
· Strong ability to multi-task under pressure.

· Dealing effectively with people at all levels within and outside the organization.
· Positive thinker, pro‐active & enthusiastic with high perseverance.
· Great team worker, diligent, honest, and hardworking individual.  
· Strong administrative and organizational skills.

· Experienced in problem -solving.

· Work effectively both as team member and independently.

· Can speak in average in English and Native Filipino.
PERSONAL INFORMATION

Place of Birth
:
Bulacan, Philippines

Date of Birth 
:
July 12, 1992

Age


:
23 years old

Gender

:
Female

Civil Status

:
Single

Citizenship

:
Filipino

CHARACTER REFERENCE

Will be gladly provided upon request.

I hereby certify that the foregoing statement are true and correct to the best of my knowledge and belief.
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