MARY 
Mary.356043@2freemail.com
	OBJECTIVE


I am seeking a position that will utilize my skills and offer the chance for advancement as well as allow me the opportunity to gain additional skills and experience.
To find a challenging career in an esteemed organization so that I may grow professionally.
	WORK EXPERIENCE


Arabital Shipping LLC

Freight Forwarding Company

July 2010 – Present

Dubai UAE

Sea and Air Customs Clearance – 


Clearing goods through Dubai Trade System.

Preparing and processing import and export documentation according to customs             rules and regulations, laws, or procedures. 

Files papers with Customs Service and arranges for payment of duties.

Operations  Assistant -  

    Data Entry, advice consignee / customer the arrival of the shipment,

    communication with the agent and consignee.

    Assist in Invoicing, follow up payment.

Receptionist - 

     Answer and transfer telephone call, assist customer and guest, book and  

     schedule flight of the CEO.

A Brown Company, Inc.

Real Estate Company

February 2008 – January 2009

Philippines

Admin. Assistant - 

 Administrative assistants answer telephones and take messages; distribute    incoming mail; operate scanners, facsimile machines and photocopiers; create documents, presentations; and answer routine inquiries from clients, agents and brokers. Also provide clerical support to agents and brokers during the sales process. Involves photocopying sales documents, scheduling closing dates and securing public information about a property.
St. Anthony’s Emission Testing Center

Encoder and Cashier
-




August 2005 – January 2007

Philippines
Epacific Contact Global Center

Call Center Agent

Ortigas Center, Pasig City

Philippines
	PERSONAL DATA


Date of Birth:

December 04, 1983

Civil Status:

Single

	OTHER SKILLS


Data Encoding 40-50 wpm with MS Office Application
	PROFESSIONAL EFFICIENCY


· Extensive knowledge on different subjects required to work upon.

· Fastest speed with remarkable accuracy.

· Efficient in accomplishing the assigned projects on time.

· Imperious in handling the associates.

	EDUCATIONAL BACKGROUND


Systems Technology Institute

3rd floor Roublou Bld. Ortigas Ext. Cainta, Rizal

Associate in Office Management

2002-2004

Philippines

REFERENCES to follow upon request
_________________________
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