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MARICRIS 
Email: MARICRIS.348526@2freemail.com 
CAREER OBJECTIVE:










To pursue a career where I can further develop and utilize my knowledge and skills.
EDUCATION:
2010-2013

Associate in Salesmaship
University of Makati
J.P Rizal St. West Rembo, Makati City
2006-2010

Secondary Diploma
Pitogo High School

Negros St., Brgy. Pitogo, Makati City
2000-2006

Primary Diploma




San Jose Elementary School

J. San Felipe, Makati City
SEMINARS ATTENDED:

· Acing the interview and winning the job by communicating with confidence
· Young Entreprenuers Sponsorship Program (YESP)
· My Buddy; My Coach

WORKING EXPERIENCE:
 August 2013- January 2014
Counter-Checker
The Landmark Corporation (Makati City, Philippines)
· Assisting the customer needs and concerns
· Check surely the items

· Check the receipt

· Pack the items accurately

· Maintain cleanliness of the counter area and equipment assigned
February 2014 - June 2014
Counter-Checker
SM Mall of Asia (Bay City, Philippines)
· Assisting the customer needs and concerns

· Check surely the items

· Check the receipt

· Pack the items accurately

· Maintain cleanliness of the counter area and equipment assigned
July 2014- March 2015
         Documentation Staff/ E-Commerce Tagger
                                               2GO Express (Parañaque City, Philippines)
· Responsible for receiving, circulating and recording all incoming and outgoing cargo documents and thru emails
· Ensuring sequential numbering of incoming documents and every outgoing submittals, transmittals to clients
· Check surely all billing documents attachment required like Validation slip or Cheque.
· All cargo documents should be update on time in database system.
July 2015 – February 2017
Human Resource Assistant (HR Assistant)




ABS Promotions Corporation (Makati City, Philippines)




REGULAR EMPLOYEE
· Explain company personnel policies, benefits, and procedures to employees.
· Process, verify, and maintain the documentation like 201 files of the employee.
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.
· Examine employee files to answer inquiries and provide information for personnel actions.
· Interview job applicants to obtain and verify information used to screen and evaluate them.
· Prepare badges, passes, and identification cards, and perform other security-related duties.
· Encoding of all clearances of the resigned/ end of contract and terminated employee.
· Weekly Reporting to the HR Manager.
PERSONAL DATA:

Date of Birth
:

May 12, 1994
Place of Birth
:

Makati City, Philippines
Gender

:

Female
Age         
:

22 yrs. old
Civil Status
:

Single

Nationality
:

Filipino

Religion
:

Roman Catholic
Height

:

5’5’’
Weight

:

90 lbs
Special Skills    :

Computer Literate

