MARY 
Mary.353434@2freemail.com
OBJECTIVES:
· To utilize my skills and experience

· To work with other professionals 
· To improve my skills which allow me to further contribute in the field of business.

Work Experience

· On-the Job Training - Front liner at Registry of Deeds – Province of Iloilo

· Regular tasks in assisting clients regarding their complaints

· Release land titles including supporting documents

· Call Center Agent at T-Mobile – Teletech

· Assist customers and help them solve their problems
· Junior Manager at Play Telecom – Wave Mobile, Inc. 

· Proper remittance procedure
· Balancing of cash and change fund
· Cash management of cashier

· Open communication

· Make sure you have adequate stocks
· Make sure you carry the minimum amount of inventory
· Maintaining stock plantilla

· External – highest level customers

· Internal – crew’s relationship towards the management

· Make sure our visuals are organized and presentable
·  Maintaining cleanliness

· External - aware crew and secure units and accessories

· Internal – Cash and stocks

· Shifting of crew, 
· Procedural proficient process must be followed

· Business Development Officer / Administrative Assistant
· In charge of coordinating the supplier regarding all relevant product details, suppliers’ information
· In charge of filing all products and suppliers’ information in a folder

· Coordinates with purchasing for orders and delivery information and schedule

· In charge of over-all business plan, launching and implementation, data gathering and analysis of market, players/competitors, marketing, pricing

· Business partners for logistics
· Coordinates with IT partner on all e-commerce details

· In charge of office supplies, shirt accessories and production requirements inventory, monitoring, purchasing receiving and allocation per department
· Prepares P.O. for approval, coordinates with supplier on the delivery details

· Conducts inventory of office supplies, collated monthly inventory of the above mentioned
Trainings/Seminars

· Bloomberg Professional Service Training Program – June 19, 2015
· Certified Financial Markets Professional (CFMP) – June 19, 2015
EDUCATION

Tertiary: Central Philippine University
Bachelor of Science in Business Administration Major in Business Management

Secondary: Iloilo National High School
SKILLS

· Hardworking, people oriented and dedicated
· Work well under pressure and willing to work in overtime

· Computer literate (Microsoft Office)

· Good in social communication


CHARACTER REFERENCES
The aforementioned information shall be available upon request.
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