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CAREER OBJECTIVE

Looking for an exciting and challenging position within a dynamic and innovative organization, which offers variety, challenges and the opportunity for both business and personal growth. 
PROFILE SUMMARY

· Presently working as a Front desk receptionist & HR assistant in a Multi National Freight Forwarding Co. from December 2013 to till date.
· Al Shomooa Nursery in Matar Qadeem,  Doha Qatar
February 2010 - February 2013
 An effective communicator with exceptional analytical, technical and relationship skills with the ability to relate to people.
 Computer proficient in MS Office and Internet application
 Strong organizational skills with the ability to juggle multiple tasks.
 Fast learner, flexible with the ability to adapt changes quickly.
 PROFESSIONAL PROFILE

1. Barwil Dubai LLC (now renamed to Wilhelm Sen Ships Service)
Wilh. Wilhelm Sen ASA (WW) is a leading global maritime industry group, is a worldwide consolidators pioneer in both Inbound & Outbound provider.                       Wilh. Wilhelm Sen offers logistics solutions and maritime services through a worldwide network. & voted Top 3 Agent for Middle East Region World Cargo Alliance (WCA) 2009 & 2011 and Winner of the 2009 Award in the same category.
	Start Date:
	December 20103

	End Date:
	Currently Employed

	Position/Title:
	Front desk receptionist & HR assistant

	Responsibilities /
Achievements:
	· Supervise & coordinate with team. 
.   

· Provide high-level of support and assistance to  senior HR manager for all kind of HR jobs
· Prepare and maintain all external as well as internal correspondence / day-to-day routine of the office

· Update records / office files and maintain personnel files of the division.
Co-coordinator Assistant 
     Al Shomooa Nursery in Matar Qadeem,  Doha Qatar
     February 2010 - February 2013




Job Description
· Provide high-level of support and assistance to the Lead Teacher in their required activities that support children’s development

· Interact with children using appropriate language and positive discipline.

· Assist in instructing children in classroom activities.

· Continuously monitor children to ensure safety at all times, and report child neglect when necessary.

· Assess children on a regular basis and prepares reports as required.
· Receive incoming and make outgoing calls, attend queries and direct visitors or parents.

· Inform Parents about daily classroom routine and expectation.

· Helps in maintaining smooth running condition of the classroom, coordinate and maintain records for children, maintain supply inventories, and coordinate maintenance of school equipment.
Sales Clerk/Assistant 
SM Clark in Angeles City, Pampanga, Philippines

May 2008 – December 2009

Job Description


· Set up advertising displays or arranges merchandise on counter sales.

· Stamp, marks or tag prices on merchandise.

· Obtains merchandise requested by customer or receives merchandise selected by customer.

· Answers customer questions concerning location, prices and use of merchandise.

· Maintains cleanliness on the respective sales area.

· Keep record of sales, inventory of stocks and order merchandise.

Packaging Crew/Staff 

Mekeni Food Corporation in Pampanga, Philippines

October 2007 – April 2008

Job Description


· Performs any combination of task to finish packaging pack plastic and places them on the conveyor.

· Count and tallies production or records on counter.

· Observe machine operations to ensure quality or packaged products to standards.

· Operate machine that packages product

· Regulates machine flow, speed or temperature.

· Remove finish packaged items from machine and separate rejected items.
· ACADEMIC QUALIFICATIONS

Bachelor of Commerce

DHVCAT (Don Honorio Ventura Technological State University
Philippines
(SY: 2009-2010)
Secondary Education 
San Basilio High School Philippines
SY: 2003-2007
LANGUAGE SKILLS

ENGLISH
                        : Read, Write, Speak & Typing 

TAGALOG                            : Read, Write & Speak
ARABIC                                 : Speak
PERSONAL PROFILE

Nationality
:
Filipino 

Date of Birth
:
November 30, 1990
Gender

:
Female





Marital Status:  
Single

isa Status
:  
Employment (JAFZA)

DECLARATIONS

I hereby declare that the above-furnished information is true to the best of my knowledge

Date:

Place:                                                 
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MARY 


� HYPERLINK "mailto:MARY.313745@2freemail.com" �MARY.313745@2freemail.com� 








