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MARY 
Mary.338525@2freemail.com
OBJECTIVE:  Seeking challenging work where I can enhance my knowledge and contribute to the growth of the organization with my skills and experience.
WORK EXPERIENCE
Trifty Car Rental - Dubai Mall

Counter Sales Agent - October 8 2015 to April 18, 2016 

· Responsible for answering incoming calls and arranging rentals for new and old clients.

· Maintain and update rental agreement files contract and notify customers of overdue rental and inquire as expected date to return; process of rental extensions.

· Maintained strong and positive relationships with existing corporate and private customers.

· Explained company promotions to incoming callers and helped to arrange rental schedules.

· Handled customer disputes and tried to maintain customer confidence in the company.

· Worked closely with customers to make sure they understood their responsibilities.
· Balance money in the counter

· Other duties as assigned.
Ferini Jewels - Mirdif City Centre,Dubai,U.A.E
Sales Associate - March 11, 2010 to June 28, 2015 

· Greet customers as they arrive at the store / counter and ask them how they would like to be assisted.

· Listen to customers’ requirements closely and provide them with information on available pieces and sets.

· Show customers their desired pieces and provide information such as setting types, stones and cuts.

· Provide customers with information on prices and any associated discounts or deals.

· Assist customers in making decisions to buy jewelry pieces or sets and suggest alternatives and complementing pieces with clothes and other accessories.

· Lead customers through the buying process by boxing, wrapping and bagging their purchases.

· Act as cashier by providing pricing information according to weight (in cases of gold and silver jewelry) and processing cash and credit card transactions.

· Educate customers about warrantees and guarantees of sold pieces and ensure that all documentation is included with the bagged product.

· Send out thank you notes to customers and keep them in the loop regarding new arrivals.

· Arrange window displays on a regular basis and ensure that all displays are properly locked and secured.

· Ascertain that all pieces of jewelry are locked up in assigned storage palaces at the end of the day.
Centennial Security Agency – Quezon City, Philippines 
Secretary cum receptionist – March 1, 2009 to January 31, 2010 
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals
· Locate and attach appropriate files to incoming correspondence requiring replies.
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.
· Open, read, route, distribute incoming mail and other material, and prepare answers to routine letters.
· Submits employee data reports by assembling, preparing, and analyzing data.

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

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications
· Contributes to team effort by accomplishing related results as needed.
Max’s Restaurants – Cavite, Philippines
Merchandiser/Bartender – September 10, 2005 to December 31, 2008 
· Promote and market food products via store displays
· Use visual techniques to attract customers on existing and new products
· Interacting with customers, taking orders and serving snacks and drinks
· Assessing customers’ needs and preferences and making recommendations

· Address customer complaints or issues / maintain high customer service levels
· Stay customer focused and nurture an excellent guest experience
Post Office –Batanes, Philippines
Office Assistant –March 1, 2005 to August 30, 2005 
· Forwards information by receiving and distributing letters, collecting and stumping correspondence. 

· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering letters.
· Handle customer inquiry and address any request promptly

· Other duties as assigned.
EDUCATION
Saint Louis College
College Degree:

· Bachelor of Computer Secretarial 


June 2001 – March 2004
SKILLS

· Strong computer and software skills; proficient in Microsoft Office: Word, Excel and PowerPoint;  

· Strong attention to detail, and superior organization skills and ability to multi-task in a dynamic, fast paced environment

· Good interpersonal skills,  pleasant disposition, detail oriented and can work independently or in a team environment
· Ability to creatively use resources and adjust to changes quickly and professionally
· Strong analytical and consulting skills (e.g., critical thinking, problem solving, decision making, and influencing )

· Ability to provide on-call support, and can work on a flexible schedule

· Excellent communication skills, both verbal and written

PERSONAL BACKGROUND

· Nationality: Filipino
· Status: Single
· Visa: Visit Visa[image: image2.jpg]



