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MARY 
Email Address: mary.365092@2freemail.com
Visa Status: Tourist / Visit Visa

OBJECTIVE:
Seeking for a position by which I could utilize my potential and professionalism. 

GULF EXPERIENCES: 
AL SEER TRADING AGENCIES 


(Logistic Finance Department)


Data Entry Clerk – August 7, 2012 – April 1, 2015 


Industrial 3, Al Qouz
· Prepares source data for computer entry by compiling and sorting information and establishing entry priorities.
· Maintaining records by following the stock in SAP system

· Checking emails and answering phone queries.

· Stock taking, inventory stock control.
· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data..

· Contributes to team effort by accomplishing related results as needed.

JAWAD BUSINESS GROUP OF COMPANIES

(Fashion Division)

Store keeper: June 14, 2010 – June 14, 2012
Jebel Ali Free zone 

· Processing of incoming/import and outgoing/export shipments..

· Allocating, Replenishment, Picking by following Retail Pro & WMS (Warehouse Management System).

· Administrative, clerical, time-keeping, storekeeping, stocks and inventory monitoring 

· Maintaining records of binned/stored stocks, shortage, excess, damaged stocks(write off stocks) and discrepancies

· Cycle counting, stock taking, inventory/ stock control, loss prevention.

· Manual and computerized documentation bill, voucher, MDN (Merchandise Delivery Note), picking and picking slip..
OTHER EXPERIENCE:
ALLIED BANKING CORPORATION 

  
Computer Technical Support Unit (HRD) 

Data Encoder - January 2010 – June 2010

9th flr. Allied Bank Bldg. Ayala Avenue, Makati City, Philippines 

`

· To serve a high quality in the processing of documents

· Verifying all the confidential documents before transferring and encoding the files.
· Filling a documents

EDUCATIONAL QUALIFICATION:

Bachelor of Science in Computer Science


Manuel Luis Quezon University - Philippines

March 2004


Secondary Education


National Teachers College University - Philippines

March 2000


Elementary Education 


General Miguel Malvar Elementary School - Philippines

March 1996


SKILLS: 

· Knowledgeable in MS OFFICE such as MS Word, MS PowerPoint, MS Excel, Has basic knowledge in Adobe PageMaker 7.0, Visual Basic, HTML

· Internet explorer, Typing speed: 40 WPM.
· Knows how to use SAP System
SEMINARS:

 
1ST National IT Congress Seminar 

Sponsor: Philippines School of Information Technology Educators (PSITE)

Venue: University of the Philippines, Theater 

Housekeeping Seminar

Sponsor: Gardens Hotel Staff

Venue: Garden Hotel Function Room.
LANGUAGE SPOKEN:

English & Filipino

PERSONAL DETAILS:


Date of Birth: 

December 26, 1983


Place of Birth: 

Manila, Philippines 


Nationality: 

Pilipino


Religion: 

Roman Catholic


Sex:


Female 

I hereby certify that all written in my documents are true and correct to the best of my knowledge.








   Mary 










Applicant 
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