[image: image1.jpg]


Mhariz
Mhariz.305002@2freemail.com 

Type of Visa : Tourist Visa

Objective 

To obtain a position as Administrative Assistant that will enable me to use my strong organizational skills, and my work experience that will allow me to grow and to work well with people. 

Work Experience
September 2012 to June 2016 –Inc.
· Asset Management Officer    2014 – 2016
·  Do clerical works.
·  Respond to emails using MS Outlook, answer telephone enquiries, and attend to visitors/ clients and brokers.

·  Help and assist other staff and internal departments with their queries.
·  Write business letters, create and present reports to Dept. Heads or write office memos using word processing programs.
·  Arrange and organize meetings with customers and brokers.
·  Complete and monitor documents of the real estate properties of the company.
·  Do due diligence check on the real estate properties owned by the company.
·  Market and property research on the potential land/lot properties to be sold or acquired.
· Corporate Admin Officer
2012 – 2014
· Online Travel - Approver of all employees travel applications for domestic and international trips.

·  Process and assist employees on their hotel accommodation, land and airfare transportations.
· Customer Service Representative – I am  the point person to receive complaints, requests and concerns regarding on Facilities Management (ex. aircons, projectors, busted lights…et.al)
·  Plants – Making sure all plants on the building are well maintained and replaced monthly.

·  Messengerial - Handles manpower request for messengers.
·  Waste Management – ensures proper scheduling of hauling trucks on every branch and offices.


On the Job Training
· Allied Bank, Daet Branch, Daet Camarines Norte  - October to December 2011

Seminar/Training 

· American English Skills Developing Center

– Technical Education and Skills Development Authority (TESDA) Accredited 

· Business Writing Workshop









– It enhance my skills in writing effective memos, reports, emails, and coherent business communication


Skills
· Computer Literate

· Customer Service Oriented

· Managing and Supervision

· Good Communication and Interpersonal Skills

Educational Background
Tertiary:
Camarines Norte State College
Bachelor of Science in Office Administration

             2008 – 2012

Secondary:
Jose Panganiban National High School

Parang, Jose Panganiban Camarines Norte


2004 – 2008
Primary:
Larap Elementary School









Larap, Jose Panganiban Camarines Norte


1999 – 2004

Personal Data
DATE OF BIRTH

:   December 13, 1991



PLACE OF BIRTH

:   Marikina, Metro Manila Philippines


NATIONALITY 

:   Filipino

SEX



:   Female

CIVIL STATUS

:   Single



HEIGHT


:   5.3”

WEIGHT


:   51 kg







LANGUGE SPOKEN

:   English/ Tagalog
