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Career Objective:
· Ability to adjust to any work environment and is a team player
· Skills in planning and costing 

· Willing to be trained and fast learner

· To be part of a reputable and established company

Work Experience:
· Kagra Marketing , Logistics Secretary ( May 2013 – September 2016 )
· Free Lance Caterer (January 2010 –  February 2013)
· Caregiver ( January 2003 – July 2009)

· KFC Philippines – Management Trainee (April 2001- December 2002) 
EDUCATIONAL ATTAINMENT 
Primary:           Arellano University

Secondary:       St. Anthony Nova School

College:            Our Lady of Fatima University

                           BS Hotel and Restaurant Management

Post Graduate: National College of Business and Arts 

                          MBA (On leave)

SUMMARY OF EXPERIENCE

· Provide front desk support to guest and clients
· Greet Visitors and provide information as asked and handle flow of visitors

· Answer telephone handling queries & maintain contact lists

· Review and answer correspondence memos, letters faxes and forms

· Manage files  record systems  office supplies and inventory

· Assisting in preparing sales reports and analysis for daily, monthly sales of the company

· Organize staff meetings

· Coordinate and plan meetings

· Make sure that customer complaints are catered to appropriately

· Maintains and monitor supplies inventory by checking stock to determine inventory level, anticipating needed supplies; placing and expediting orders for  supplies, verifying receipt of supplies
· Verify items received against purchase order and delivery note

· Secretarial , administration support and Encoding
SKILLS

· Computer literate ( Microsoft Office Applications, Internet & Excel )
· Driving

· Office administration / Documentation / Encoding

PERSONAL INFORMATION

· Born on January 8, 1979,  can speak and write English and Tagalog 
· Visit Visa Status

· Married
I hereby certify that the above Information are True & Correct to the best of my Knowledge.
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APPLICANTS SIGNATURE

MARGARETTE


� HYPERLINK "mailto:Margarette.325610@2freemail.com" �Margarette.325610@2freemail.com� 








