MARIELLE 
Marielle.355965@2freemail.com
Objective:
To work in a career-oriented and challenging environment that promotes personal growth, satisfies ideas and enriches skills

Professional Preferences:
· Proficient and have actual experience in marketing, admin and customer service/relations
· Advance skills in Microsoft applications (Microsoft Excel, Word, PowerPoint and Outlook)
· Fluent in English language (both oral and written)
· A team player with excellent leadership skills
· Can work under minimal supervision

· Driven, enthusiastic  and eager to learn

Credentials and Education

Bachelor’s Degree in Business Administration

Major in Marketing Management

Colegio de San Juan de Letran

Calamba Laguna, Philippines

SY: March 2011

Work Experiences
Meem Gallery – A British Art Gallery

Al Quoz 3, Dubai UAE

Admin Receptionist

May 2015 –Present
Duties and Responsibilities:

· handling phone calls/enquiries/concerns
· receiving and responding to emails
· welcoming guests/clients/artists/suppliers
· filing of documents and updating the database of artists/clients/suppliers/press
· monitoring of office supplies and equipment
· printing and scanning duties
· monitoring of shipment of books, catalogues and magazines
· updating the system for inventory and coding of books
· booking of document shipment/pickup
· preparing disbursement vouchers and petty cash vouchers
· preparing check payments and invoices
· preparing receipt and delivery orders
Toyota Inc.

Customer Relations Officer

September 2013 – January 2015
Duties and Responsibilities:
· Handles customer inquiries and concerns through personal, emails and phone calls and coordinates them with the concerned department
· Creates and implements activities to increase customer relations and satisfaction
· Prepares inventory reports and weekly/monthly Customer Service and Sales Satisfaction Index Reports
· Conducts Post-Service Follow-Up calls to identify customer satisfaction level

· Perform data-entry, documentation, printing and filing duties
· Keeping and monitoring inventory of office supplies
Camella Homes & Communities: Household Development Corporation
Senior Marketing Officer cum Front Desk Officer
August 2011- August 2013
Duties and Responsibilities:
· Welcomes, assists and orients guests/clients on their site viewing schedule
· Recruits networks/sales force/agents/brokers
· Conducts site orientation and product knowledge seminars to new agents and brokers
· Creates ideas for marketing grand events and activities
· Formulates sales and promotional concepts
· Conducts benchmarking – comparing own packages over competitors
· Analyzes different marketing strategies and packages of competitors to increase competitive advantage 
· Conducts interviews to new marketing applicants/agents/buyers
· Inputs the data of clients to SAP system
· Collects and compiles the requirements of clients after reservation process
· Prepares monthly sales and inventory reports 

`Activities and Honors
· Graduated in Secondary Level as 2nd Honorable Mention

· Dean’s Lister S.Y. 2007-2008, 2nd Semester

· Dean’s Lister S.Y. 2009-2011

· Graduated in College Level with Academic Excellence and Academic Distinction
