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MARY 
E-mail address: mary.338189@2freemail.com 

OBJECTIVE: To share and apply my knowledge, skills, potentials and experiences in the field of computer and office works in an organization that will provide opportunities for professional growth.

SUMMARY OF QUALIFICATIONS:

· A creative thinker, accurate and attentive to details with 8 years of professional experience in office works.
· Can work well with minimum supervision and do tasks without being prompted

· Tolerant and flexible in stressful situations

· Has good communication, research and leadership skills

· Manipulate with ease in Microsoft application and internet

WORK EXPERIENCE:

SALES & MARKETING STAFF
Sanvil Industrial Supply, Philippines- August 16, 2012 to December 25, 2016

· ​Preparing Delivery Receipt and Sales Invoice.

· Dealing with the international and local clients through e-mails and phone calls.
· Prepares sales report for the month covered.
· Checking the item before delivery.
· Assigning everyday delivery schedule.
· In-charge in everyday banking transactions. 

COMPUTER OPERATOR
Department of Public Works and Highways, 
Capiz 1st (Engineering District), Philippines - May 2008 to August 15, 2012
· Assign in JEV preparation for Electronic New Government Accounting System (e-NGA’s).
· Preparing vouchers of different bills charge to accounting section.

· Preparing advice of checks issued.

· Preparing for monthly Bank Reconciliation of different funds.
· Doing other miscellaneous office and computer works.
EDUCATIONAL BACKGROUND:

COLLEGE:


ASSOCIATE IN COMPUTER SCIENCE
FILAMER CRISTIAN COLLEGE




Roxas Avenue, Roxas City, Capiz, Philippines 





Year Graduated 2008


TRAINING AND ACHIEVEMENT:
May 22-June 5, 2011         -
E-NGA’s (Electronic New Government Accounting System) Training





 DPWH, Regional Office





   
 Iloilo City, Philippines
March 8-10, 2011               -
E-NGA’s (Electronic New Government Accounting System) Training




   
 DPWH, Regional Office





   
 Iloilo City, Philippines
PERSONAL DATA:
Date of Birth


:
September 8, 1990
Place of Birth


:
Roxas City, Capiz, Philippines
Age



:
26 years old
Visa Status


: 
Tourist Visa 

Expiry 



: 
March 12, 2017
Sex



:
Female

Height



:
5’1”

Weight



:
110 lbs.

Civil Status


:
Single

Citizenship


:
Filipino

Religion


:
Roman Catholic



